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INTRODUCTION

In the following pages are summaries of detailed studies of personnel and financial requirements and wotk-
load at the Armed Services Technical Information Agency (ASTIA) Document Service Center (DSC) at Dayton,
Ohio, These studies are based on known workload for FY 1952 for the purpose of arriving at unit costs which maey
be applied to predicted workloads to detertnine personnel and financisal requirements in subsequent years,

Personnel and financial requirements for three plans of operations are shown in this study:

. Plan "A" represents a study of operation at the Document Service Center at the time these de-
tajled studies were begun in July 1852. It reflects the former Central Air Documents Office
operations as they were ai the time these operations were wansferred to the management of
ASTIA,

rlan "B" represents operations at the Dotument Service Cente® as they are contemplated under
ASTIA with important improvements in service (entailing addiriona! functions) and reduction or
elimination of other former services believed by the ASTIA management to be non-essential to
the hard core of ASTIA's mission at this time, Plan "B" also reflects requirements without in~
tegration of DSC activities with those of the Office of Naval Research under contract with the
Library of Congress,

Plan "C" represents operation of the Document Service Center under the RDB-approved plan of
integration with the Navy-sponsored activity at the Library of Congress,
%

One of the reaily important ad:nntages to the Department of Defense in the formation of ASTIA is the
extension of the best of the previous separate techaical documents services to all agencies of the Department
of Defense and their contractors. An equally important advantage is the elimination of duplication of activity
where it existed,

The financial requirements to achieve both objectives are contained in Plan "C,™ Plan "B" reflects only a
partial achievement of these objectives, namely, in the adoption of cerrain highly desirable services of the Library
of Congress by ASTIA for extension to those agencies and contractors served by the Document Service Center,

Under Plan "C, " the most substantial burden of extensin of service falls upon the Document Service Centet,
For example, the Technical Information Divisicn (TID) of the Library of Congress now issues a reparts availability
announcement bullciin and diswributes microcard copies of its documents - services not readered by DSC. Under
Plan "C, " DSC will be responsible for rendering these services not only to those forwerly served by TID but to
those served by the Dor.ument Service Center as well, On the other hand, DSC prepares and disseminates facsimile
copies of its :eports upon demand, while the Library of Ccngress activity renders loan service wheu duplicate cnpies
are unavailable. Under integration, facsimile copies will be made available by DSC to all Detense Department
agencies and their contractors,

The cost of TID microcard service is borne entrely by the Office of Naval Rescarch apart from the Libeary of
Congrers contzact. The cost of this iinportant service must henceforth be carried by ASTIA. A coatinuation of
the ONR microcard contract with a commercial firm would cost ASTIA in excess of $130, 009 annually under
Plan "C." However, by fabricating microcards in DSC's own facilities, the direct cost will be §73,885 -~ a
savings of nearly $80, 000 based on FY 1952 workioad, but still a substantal addition to ASTIA's financial re-
quirements, '

Under Plan "B, " a net dollar saving of $22, 000 {s realized over Flan “A," At the same tme a net addition
of four positions is required, Actually, the eliminstion of certain Plan "A" services snd streamlining of procodwres
in Plan "B" result in a reduction of 24 positicas and a gross annual savings of §156, 000, or roughly b, These




reductions are oifset, however, by the inauguration at DSC of the highly desirable and useful microcard and announce-

ment bulietin services,

Since there is a very small overlap in the list of thos. served by the Document Service Center and the Library
of Congress activity, the com bination of lists and extension of service with integration (Plgn "C") substantially in-
creases the personnel and financial requirements of the Document Service Center. The summary tables (1 and II)
and subsequent sections of this report, particuiarly Section II, show why this s true,

Directly following are summary tables (I and II) showing the computed personne! and financial requirements
of ASTIA under Plans "A, " "B, " and "C" based on the known workload for FY 1952 and the projected workload for
FY 1953, These tables are derived from the detailed exhibits and computations included in Sections I, III, and IV
of this report,

The marked rise in the volume of business as indicated in the analysis of workload in Section I clearly shows
that personnel and financial requirements for ASTIA will gontinue to rise at least until after the research and develop-
ment dctivities of the Department of Defense begin to level off. In this connection, too, there {s in progress & study
of the potential "market” for ASTIA services which strongly indicates that a number of Defense agencies and their
contractors are still unaware of the reports services available to them, ASTIA requirements will necessarily increase
as knowledge of its existence spreads and more demands are made upon it for service,




TABLE I

SUMMARY OF TOTAL ASTIA ANNUAL REQUIREMENTS BASED ON FY 1952 WORKLOAD

DSC Direct Personal Services
DSC Other Direct Charges
Subtotal - DSC Direct Charges
DSC Overhead and Administration ’
Total DSC Operations
ASTIA Headquarters Personnel
ASTIA Headquarters - Other Charges
Regional Offices Personnel
Reglonal Cffices - Other Charges
ASTIA Research Contracts
Special Zquipment Purchase
Library of Congress Contract

Total ASTIA Requirements

PLAN "A"
$in

Personnel Thousands
205 $ 779.4
- 181.2
205 $ 960.6
32 194, 4
237 $1,155.0
12 85.5
- 25,6
- 4 15.6
- 8.1
- 69.0
- 50.0
253 $1,408.8

PLAN “B"
$in
Personnel Thousands
210 $ 793.8
- 149.1
210 $ 942.9
31 190.2
241 $1,133.1
12 85.95
- 25.6
4 15.6
- 8.1
- 69,0
- §0.0
257  $1,386,9

PLAN “C”
$in

Personnel Thousands
242 $ 916.!
- 224.6
242 $1,140. 7
31 190.6
273 $1,331.3
12 85.5
- 25.6
4 15.6
- 8.1
- 69.0
- 50,0
- 638.5

289  $2,223.6



TABLE II

SUMMARY OF TOT AL ASTIA ANNUAL REQUIREMENTS BASED ON FY 1953 WORKLOAD®

I:5C Direct Personal Services
I:5C Other Direct Charges
Subtotal - DSC Direct Charges
[:SC Overhead and Administration
Total DSC Operation
#35TIA Headquarters Personnel
ASTIA Headquarters - Other Charges
Fegional Offices Personnel
Regional Offices - Other Charges
ASTIA Research Contracts
Special Equipment Purchase
Library of Congress Contract

Total ASTIA Requirements

PLAN "B

$in
Personnel Thousands

230 $ B846.6
- 204.17
230 $1,051.3
33 192.8
263 $1,244.1
12 85.8
- 25.6
4 15.6

- 8.1

- £9.0
- §0.0
279 $1,497.9

PLAN ~C°
$in

Personnel Thousands

265 $ 992.3
- 300,0
265 $1,292,.3
33 196, 2

298 $1,488.5

12 85.5
- 25.6

4 15.8
- 8.1
- 69,0
- 50.0
- 873.5

314 $2,415.8

. Estimates based on assumption that 1/2 increased workload over FY 1952 can be absorbed

without increase in personnel,
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SECTION 1
STUDY OF ASTIA WORKLOAD

This Section contains statistical :nformation: wu worklosds experienced by DSC and TID during the fiscal
years 1050, 1951, and 1952, with projections to 1953 and 1954 for the purpose of forecasting personnel and
financial requirements for these two years,

With increasing attention being brought to the available services of ASTIA through establishment of fleld
offices, and with contractor and project officer participation in the ASTIA progrsm becoming a matter of con-
tract obligation, there is no reason to believe that the upward trend of reports received by ASTIA or requested
wiil level off in the next two or three years,

In Section III of this report, the basis for determining financial requirements is to be found in e form of &
detailed cost analysis predicated on FY 1952 workload. Direct unit costs are derived for each workload area
which are applicable to the workload charts contained in this Secton, Table III shows the relationship between
the workload charts of Section I and unit costs developed in Section III, Every going organization has & ceriain
ability to absorb more workioad without increase in personnel, Therefore, a direct applicauon of historical unit
costs w0 predicted increased workload would result in higher-than-needed budget estimates, Determination of
this "workload absorption ability factor” in advance is most difficult. It varies almost from month to month and
is most accurately determined by hindsight tather than by foresight, Nevertheless, this factor is included in this
report based largely on the optimistic feeling of the ASTIA management that improved efficienceis ate possible
within the next two years, and that rescarch in documentation methods will return substuntial dividends, There-
fote, an sisumption is made that one-half the increased workload for 1853 can be absorbed without an increase
in personnel requirements,

ASTIA workload may be roughly divided into two parts:
1. Workload asociated with recefpt, control, ard storage of reposts (input)
2, Workload 2s50cizted with diseminadon of informstion (outpur).

This divisic n has proved to be significent in determining the combined workload of DSC and TID. Careful
study shows that on the ir.put side, apprcximately 50% of the report titles received and processed by TID had
already been received and processed by DSC, Therefore, in this report the combined ASTIA input warkload is
considered to be that of DSC plus one -half that of TID, Cn the output side, no significant dupiicatica is appunt,
The "sustome:zs” of the two organizations are almost entirely different and the services rendered differ markedly,
Therefore, cutput workload for ASTIA s considered to be the tum of that of the two organisations, These watk-
load combinetions are used in developing Plan °C. "




TABLE Il

CORRELATION OF UNIT COSTS AND UNITS PRODUCED
PLANS "A,” "B," & "C"
BASED ON FY 1952 WORKLOAD

FUNCTIONAL AREAS PLAN " A" PLAN "B" PLAN "C"
Unit Cost Units Produced  Unit Cost Units Produced Unit Cost Uniu Produced

Receiving .088 221, 480 . 087 221,480 4086 281,002
Duplicate Check 117 161,327 115 185, %28
Document Storage Maintenanc~ . 224 161, 327 248 106, 826
Descriptive Cataloging 1,807 §0,925 1,260 50, 926 1,481 89,882
Subfect Cataloging .88 34,195 . 140 34,198
Distribution Classification .80 34,198 .848 34,195 9 43,017
Abstracting .95 14,468 1,080 14, 468
Microfilming 2.567 34,195 3,408 42,011
Catalog Card Preparation:

AD .010 4,638,720 .016 2,531,900 .00l 4,869. 999

AD No Abstracts .014 2,369,520 . 009 3,452,225 . 004 8, 820, 001

PB . 023 1,500, 000 .021 1,500,000 .033 1,500, 000
Catalog Card Distribution . 008 4,178,829 . 004 3, 783, 700 .C04 6,634,768
T AB Preparation (Titles) 2. 116 24,250 Z. 794 31, 760
T AB Preparation (Cuples) .562 117,520 . 581 152, 18
T AB Distribution LAM 1117, 520 148 162,716
Microcards (Titles) 4, 408 12,000 4,702 18,500
Microcards (Capies) . 088 600, C00 . 094 1165, 000
Reclassificaton Bulletin Prep. (Titles) 1 . 144 82 543 1,179
Reclasdfication Bulletin Prep, (Coples‘;}v. 244 12,000 . 048 12,000 . 040 18,200
Reclauificadon Bulletn Distributon ] . 184 12, 000 .081 16,200
Request Processing 5.856 24, 448 4,089 24, 448 4,033 38, 588
Document Supply Storage .939 37,581 .870 37,561 .89 83, 581
Document Supply Reproduction 5.597 42,832 2,580 42,832 2.321 85, 462 ;
Document Supply Acquisidon 1. 742 9,313 2.628 4,658 2.933 3,104
Demand Bibliography 32,423 1,312 32, 808 1,312 33, 484 1,606 "
Local Libeary Service 1,765 12,042 2.358 12,04
British Accession List .82%4 2,800
Translatien List 14, 580 500
Teclnical Data Digest . 138 59, 425

Secdoo [ - 8
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SECTION 1
PERSONNEL REQUIREMENTS FOR DSC

An exhaustive study was made of manpower requirements for the Document Service Center, Details of this
study are included in Section IV of this report. The method used was to 2efine carefully each area of activity
of the Center ‘2 terms of the end product, Based on 1952 statistics, the workload of each activity was determined;
the productivity rates of per-snnel established; and the productive man-yeats required to accomplish this workload
computed, The rzsultant man-years were adjusted according to the Air Force standards for leave,etc, The actal
man~years requized were used in computing personal services financial requirements under Plans "A", "B", and "C".

Table IV shows a comparison of personnel requirements for each activity at DSC under Plans "A", "B", and "C",

It is here that th- effects of procedural changes in Plan "B" over Plan "A" can readily be seen, as well as the effects
of the large amount of workload absorption by DSC as a result of integration with TID, Minute changes in man-~year
requitements result from spreading of supervisory personnel charges from one plan to the next, In the following
paragraphs, significant changes in requirements are explained,

Receiving (of documents), Increase in Plan "C” over Plan "B" is caused by DSC becoming the receiving point
for documents formerly sent to TID,

Descriptive Cataloging, Reduction of Plan "B" over Plan "A" is result of decision to reduce activity in foreign
language documenw, Increase in Plan "C" over Plan "B" caused by receipt of new titles formerly cataloged
descriptively by TID,

Distibution Classifying, Increase in Plan "C" over Plan "B" due to handling of former TID documents,

Subject Cauloging., Elimination in Plan "C" due to transfer of function to TID,
Abstracting, Transier of tunction to TID,

Catalog Card Preparation, Plan "B" is les: than Plan "A" because of anticipated lower required number of cards
with advent of Title Announcement Bulletin (TAB), Reduction in Plan "C" over Plan "B" because TID is to prepare

- reproducible copy for the catalag cards,

Catalog Card Distribution, Plan "B" less than Plan "A" due to TAB. Plan "C" greater than Plan "B" because of
DSC's responsibility for service to former TID customers,

British Accession List, Eliminated in Plans "B" and "C*, Information to be included in TAB,

Transistion List, Eliminated in Plans "B" and "C"

Request Processing. Reduction in Plan "B" over Plan "A" due to swteamlining of procedures, Increase in Plan "C"

over Plan "B" due to transfer of entire TID load t DSC,

Document Siorage, Und<t Plan "B", the library loan function to be transferred to this group, Personnel shift is
reflected here over Plan "A", Increase in Plan “C" over Pian "B" is result of wansfer of TID documents and all new
receips by DSC under integration,
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Document Reproduction. Plan "B” less than Plan "A” due to decision to request rewurn of facsimile copies,

Estimated reduction in requirements based on 20% success in returns, May be modificd with experience. Increcse
in Plan "C" over “B" based on absorption of TID customers.

Acquisitions, Reduction in requirements of Plan "B" over Plan "A" based on decision w acquire document;
not in ASTIA collection only after customer has stated that service is essential, Plan "C" reduced over Plan “B"
vecause of wansfer of function tc TID except for special acquisition from Wright-Patterson Air Force Base,

Demand Bibliography. Reduction in Plan "B" over Plan "A" due to streamlining of procedures, Increcase _.
Plan "C" over Plan "R" due to extension of service o TID customers,

Local Library Service, Decrease in Plan "B" over Plan "A" due to shift of loan personnel o Document Storage
group, Increase in Plan “C" over Plan "B” due to extension of visitor reference service to TID customers,

Technical Data Digest, Eliminated in Pians "B" and "C",

Miceofflining, Licrease in Plan "C" over Pian "B" due to receip: of documents formerly sent to TID,

TAB,. An important new documents avaflabflity announcement service.,

Microcards, Another important new DSC service borrowed from TID practice pecause of increasing custormer

demand. This service is expected to decrease requirements for facsimile copies of reports although effects cannot
be predicted at this time,
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TARE IV

COMPARATIVE STATERENT OF PERSONNEL REJUIREMENTS
PLANS “A,” °B," & T
BASED ON FY 13852

Difference Difference
Pizn “A” Plan °B" “B” over "A” an "C* "C" over "B"
Direct Man Yean
Recefaing $,33 5.9 + .08 8.03 + .67
Duplicate Check ¢.98 + 4,98 5,73 + 15
Doc. Swcage Maigwepance W, 26 +9,25 11,27 + 2.02
Descriptive Cataloging 25.32 16.75 - 6.57 19. 26 + 2,51
Disubution Clamificaton 5.64 5.18 + ,14 7.417 + 1,89
Subject Camlogiog 5.15 5.08 - .09 - 5.08
Abstracting 3.05 3.57 + .52 - 3.87
Microfiiming 22,99 z2.95 27.50 + 4,51
Catalog Card Preparation 28,53 24.65 - 1.88 18,84 - 8.81
Catalog Card Distribution 8.07 4.05 - 2.02 5.3 + 1.68
Witish Accessior. List .81 - .61
Reciassifi~aron Butletil Fieparation 17 .15 - .02 Y + .02
Reclassificadon Bulletin Distribution .83 .63 .38 - .23
Translation List 1,64 -~ 1,84
TAB Prepasztion 12,73 +22.718 16,94 + 4.21
TAB Disuiiutica 4,22 - 4,22 4.8 + 37
Microcards 16,63 +10.68 13. 26 + 2.58
Recaest Processing 33.81 %4.64 ~ 8,27 38.50 +13.86
Doc, Storsge Supply 9.59 8.7 - .84 10, 04 + 1,29
Doc, Reproduction 12,93 11,97 - .9 19.57 + 1.60
Doc, Acquisition 4,55 2,97 - 1,59 2.% - T2
Demand Bibliography 6.7 i1.18 + .42 12.91 + 1,72
Loesl Libeary 13,53 §.00 - 1.53 1.19 + 1.19
Technical Data Digest _5.00 - - 5.00 R
Towl Direct Mag Years 191,42 198,37 227.64
Iodirect Man Yeos 5.87 4.65 - 1,82 4.15 + 10
Muninfstrative Pencanel 28 26 28
Towl Min Yean 223.3% 227.02 + 3,63 238,32 +31.31

* in Exhibit “A, " Plan "A" Microfiiming 22. 99 man years was charged against Documens Reproduction for &
tekai of 35, 92 man yesrr, It is ixoker dows: on ihis table to permit comparison of requirements,
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SECTION Il
FINANCIAL RE(QUIREMENTS

In this Section, financial requirements for operation of iue Document Service Center are presented in the
form of & detailed cost analysis based on 1952 workload. For each of Plans "A, " "B, " and “C" there is a prin-
cipa) exhibit (Exhibit "A") showing financial and personnel requirements for each end ftem as contributed by
the main organizationsl divisions of DSC. Added to this are other costs such as supplies and maintenance.
Direct costs are derived first, to which are added administrative and overhead costs, Unit costs ars based on
direct costs for purposes of application to workload trends.

Supporting Exhibit A" are a number of schedules showing details of personnel requirements and spread
of allowsble costs to the various end ftems,

The following are pertinent explanatory notes in connection with Exhibit "A" and supporting schedules:

a. Basic man-days were determined by workload for each operating section and were converted to man-
years on the basis of 216 work d2ys (days on the job) per man-year, (See Section IV.)

! b. Dollar requirements (Schedule I) are based on the third salary step of 2ach grade for all employees,

¢. Adminisrrative costs include salaries of all personnel other than those dircctly chargeable to specific
end items. Tley also include all travel and the cost of 15 guards,

d. Basic maii-year requirements are rounded out to full positions required with corresponding dollar
requirements added tc the total.

e. Overtime costs are estimated at one percen® of total salaries.

f. Supply requirements for all these plaus are worked out in detail in Schedule III in Plan "C. " Supplies
for Plan "A" are computed at 68% of Plan "C, " and for Plan "B, " 63% of Plan "C.*

g Machine maintenance and rental are service contract obligations.

Section Il - 1 3
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Tooument Service Center
Sumary of Costs and Mun Years,
In Whole Dollars and Men Years

Total Dollar Requirements
Unit Costs, Direct Costs Only:
Unlie Producad

Exhibit A fubjcrnt Analysis Catalop Jard “ervie
Descript. subJect ﬁsfribution Catelog — Card
Totel nnceiv:lnl Cataloging Catalog.ng Classific, Abstracting Cards Distribue
Direct Operating Costs: 3
"~ Personal 3exvices
Document Proc s&sing 158,857 18,650 87,956 25,71 26,537
Man Years 59.‘4‘4 5e%% 25652 5-&} 5.15
Request Services 18),he25
Man Years 47,00
Man Years 23,00
Editorial & Copy Preparation 89,025 13,500 4b,ues L,683 !
Man Years 2417 3405 15494 W51
Reproduction 175,533 46,883 819
Man Yeare 926 12459 o2
Shipping 29,551 17,825
Man Years 8.2l _ 554
Total Personal Sarvices 3291 18,650 87,956 25,7104 26,557 15,500 52,906 20,4
Total Direct Man Years 191..42 5e33 25452 5e€l 515 3.05 26455 6,07
Overtime, Iump Sum Leave, FICA 16,753 438 2,057 601 622 716 2,161 194
Operating Supplies 137,754 300 1,119 IhE] 428 a7 17,706 g2
Maintensnce & Machine Rental L, 748 1452 579 140 128 76 659 151
Printing 22,000
Total Direct Costs _'597"5’, 76 19,500 55,011 35,870 27,715 1T I3 2L
Administrative & Overhead Costs:
~Personal Services 138,096 5,590 16,958 14,958 3,110 2,596 17,91 3,922 #
Man Years 31.96 «83 3.92 1.15 1.20 G0 4415 1)1
Overtime, Lump Sum Leave, FICA 3,190 g3 392 11 1.8 0 ule 90
Travel & Guard Service gazloo 1,386 6,21; 1,507 1,970 1,004 6,718 1,502 ‘
Total Administrative & Overhead CostslYi, A 23, ———afm-——ﬁm 5 4850 25, §yoLl; 1
Totar Costs N ) Y Y R 53,350 FI | T T OTT 26,056
Total Man Years 223.38 616 27.2l, 679 P Z:Zéﬂ “0.c8 2_'2?3
Positions Required 247 7 =y ] 7 L 52 7
Additional Dollar Requirements 63,1 4,572 1,702 Ez9bj 7?
38,&5 IJ:E;I 2 27y

Unit Costs

Plan "A"

221,480
Vocuments

<088

2353

50,925
Titees

1.807

54,195
Titl:s

786

54,4195
Titles

.&10

1L,468
Titlaes

75

7,008,240 4,058,720 Tl at .Ul
250,520 UTT - ,01
1,500,000 B at o2

#,508,200 14,176,629

Chrds

cands

005

coali s ot
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Catalog Card “~rvice

Document Supply Service

15240 L4y 6a8,T20
25300,520
1,500,000

#Excludes 2 indexes totaling 9,200 coples.

Catalog — Card sritish  heclass. Transla. Request Demand  jocal Lib. Tech.Date
Cards Distribue Acc. List Bulletin  Iist Process. Storage [Reproduction Acquisition Bib. Service Digest
108, L9 29,303 15,470 31,003
25". 7 8055 u.&b 8013
511 26,93 L,863 47,135
10 7.94 1.43 12,53
Lb,Ues 1,683 1,110 «02 5,306 20,907
1594 W5l Ui .06 1,20 5,00
L6, 283 09 li2 1,46, 121,290 L4665
12,39 2 11 57 34481 1,16
17,625 S51 2,136 23 1,163 4,710 156
5s84 +10 o£3 07 102’4 10,,'1 «0
5,00 T €0,525 2,0U6 2,750 75002 135, ’ » [ ’ s
26455 6,07 61 .80 1, 33,91 9459 35492 Le56 10.77 13,52 5400
2.a 19k L8 &7 Ul 55166 o7 2,9 3¢5 933 1,079 i
17,706 52 3L 63 113 35910 785 109,589 250 656 760 337
659 151 15 27 34 8Lo 243 883 12 263 328 . 16023
C1I5,07 a2 2,143 2,927 19290 05,155 25,51 239,115 16,226 L2,559 19,550 13,858
17,911 32 Lo 525 1,353 26,073 6,L9 ah,305 2,983 7,84l 9,087 4,032
4415 A .09 12 31 6403 1.9 5.62 & 1.82 2.10 9
ule % 9 1o 27 603 152 560 73 178 205 93
6,718 1,502 154 276 6 10,036 2 0 1,221 2,9;7 3,120 1,%
25,2l 5olly Ho3 sLf 1, ) PAt y » ’ 2y ’

S 5021 ¢ (NPT il (v IR % 1SN DTS (VR 1 L R PR ;505 53,518 S0 19,55k |
20,68 4498 .70 T2 1.95 59494 1.08 Th L 5425 12.59 15.63 5493
52 7 1 1 2 L2 12 L3 & 15 17 6

5,365 75 1,150 425 254 9,26 687 9,62 2,72l 1,74
I04,e0 27,00l 4,050 4,000 9,950 159, » ’ ’ ’ ’ ’
8,508,240  L,175,629 2,600 12,000 500 2L,48 37,58 42,852 9,313 1,312 - 59,4258
Coris I opies Copias Copies Reguests Documents Documents Documents Bibliographiss Coples
00 el 2l 144580 54856 <939 54597 1,742 52e423 <738
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Personsl Services Requirements by Operating Funotions
Schedule I %
Plan "A"
Indir "t !
Direot Supervision Totale
Funotion EeYe Cost M. Yo lost M. Y, Cost
Document Processing
1, Dooument Receiving 4,97 16,736 38 1,016 5,83 18,6560
2« Dupe Check & Desorp., Cat. 17.687 61,998 1,29 6,886 18,98 66,684
4. Foreign Language Abstract 1,62 7,862 o11 580 1,78 8,442
5. D!.ltribut‘lon Cllliifloltion 10.“ “'857 .73 3.89‘ 10.79 52.261
6. Security Check 2,46 9,863 +18 967 2.63 10,630
Request Servioces
1., Dooument Request 21.16 88,490 1.99 10,324 23,16 96,814
2. Diastridbution Records 2,58 8,690 024 1,245 2,132 9,836
3 Document Supply 7.64 26,617 «T1 3,686 Pe36 29, 303
4. Demand Bibliographies 7.57 28,011 «66 2,992 8.13 31,003
5 Dooument Acquisition 4,17 13,464 39 2,016 4,66 15,470
Library
1. Catalog Card File Maintenanoce 8.20 29, 989 &7 3,678 9.87 33,667
2. Aroan‘ves 7.78 2€,.90 «56 2,992 8,34 28,182
3. Reference Servioe 4,47 15,441 32 1,710 4,79 17,151
Editoriel & Copy Preparation
1, Editorial 5,54 25,274 «51 2,816 6.06 28,089
2. Typing 12,29 38,961 1.10 6,968  13.39 44,529 1
3¢ Proofreading 2,07 7,002 «18 986 226 7,987 )
4, Illustration & Ls out 3.83 12,166 ° 34 1,878 4,17 14,043
Reproduction i
1. Photocopy .82 3,437 o156 688 .97 4,126 i
2. Platemaking 3.16 12,108 .28 1,368 2.43 13,426
3. Photoduplicating 1.36 4,136 19 893 1,66 6,0:
4. Offget Duplicating 1,78 6,688 16 772 1.94 7,460
6. Bindery {Collating) 1,03 3,526 .09 434 l.12 3,969
6. Bindery (Cutting) 4.00 14,201 + 36 1,749 4,36 16,960
7. Bindery (Drilling) o156 531 .02 o2 W17 629
8. Bindery (Banding) <52 1,846 04 198 «56 2,042
9. Bindery (Stitching) 43 1,623 «03 142 +46 1,666
10, Stosk Handling 1,08 3,688 «10 488 1.18 4,178
11l. Control 5.04 16,846 +46 2,287 6.50 10,083
12, Miorofilming 10,23 33,291 2.01 9,287 12,24 42,678
18, Fila Proocessing 2.98 8,754 « 59 2,727 3,67 12,461
14, Miorofilm Archives 8.12 26,848 1,60 7,407 9.72 33,266 1
16. Prooess Airgraph 3,28 11,633 .63 3,913 3,86 15,4468 ;
16. Photo Print. .81 2.710 016 7‘1 .97 3’ ‘51
G, Shipping ‘
1, Addressograph 4,66 « 14,363 41 2,108 4,97 16,471
2. ATI Cards 2,17 6,937 « 20 1,041 2,37 7,978
3+ Request Documents 1.97 6,286 «18 280 2.16 7,218 *
8. Reolassification Bulletin «66 1,764 «08 316 .61 2,070
6. Demand Bibliography o038 166 - - «06 166
7. ASTIA Publiocations «08 187 - - .06 187
8. Fom Letters «?3 931 .04 204 «27 1,135
Total Direot Man Years & Selaries I70.:D 845,048 18,00 92,170 18T.99 87,218
T : Less Preparation of Naenuals
and Brochures 4.62 16,196 1,36 4,732 5,97 20,927
v 1) L ] ] L] 2

oNotes Total sa.aries in each work fumction reflect the third step of each grade,
The total salaries divided by the total aumber of employees equals average
salary used ‘. Jdetermining total costs for each function.
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PLAN "A" SCHEDULE 1I

Allocable Costs Other Then Direct Personal Services

Direct Personal Serv'.es Overtime, Lump Sum L:ave, FICA
Admini strative Salaries Man Years
Adninistrat. ve Parsonnel 26

Administrat: ve Support 5 .g;

Administretive Overtime, Lump Sum Leave, FICA
Total Admirdstrative Fersonnel Costs
Quard Service
Temporary Duty Travel
Machine Maintenaice & Rental
Total Except Supplies
Supplies
Total Allocable Costs

(1) Overtime represents 1% of Direct Personal Services Costs

(2} Termminal Leave represents 86% of total estimated payments

(»' Social Security 1axes represents 865 of total estimated payments
(is) sed on third step each empleayee

(5) Includes distributior ¢f 3097 man veare for .anuals nnd brochures
(6) Administ»:' v. Cvertime mjresents 1% of salaries

(7) Tercinal Lerw representc 1LE of total estimated payments

{5, Sociai jecurity Tuxes represents LLf of total estimated payments
( 93 Fifteen guards at average salary of ;2900

(10) Estimated

(11) Distribution of Supplies shovm on Scheaule IIT

Distribution of Aliocable Costs, Except Supplies, to Primary Activities
(Based on Direct Personal Services Costs)

Direct Cver- Admin. Over-
Direct time, Terminai Administrative time, Terminal

Activity Salaries Percent Lz2ave, FICA Salaries loave, FICA
Receiving ‘ 18,650 2460 L37 2,590 &2
Descriptive Cataloging 874956 12,28 2,059 16,958 39
Subject Cataloging 25,71 359 601 114958 s
Distribution Classification 26,537 3470 622 5,110 118
Abstracting 13,500 1.88 a7 2,596 60
Catalog Card Preparation 92,906 12,97 2,178 17,911 lae
Catalog Card Distribution 20,325 2484 L76 2,922 90
British Accession List 2,046 29 49 400 9
Reclassification Bulletin 2,750 38 &7 525 16
Translation List 7,002 <98 ua 1,353 27
Request Processing 135,242 18,28 3,166 26,073 603
Storage 33,466 Le67 797 6,149 152
Reproduction 126,000 17.60 2,937 211,305 560
Acquisition 15,470 2,16 385 2,983 73
| Demand Bibliography 140,687 5468 933 7,80k 178
e G S2ohm ad B
ric ava Diges . 9 1,042 95
TIERE TR ety qRBE T




-ave, FICA
lan Years
26

A

Services Coste
timated payments
tal estimated pavients

2 Jalivzls nnd brochures
salaries

timated payments
otal estimated payments

IIT

2s, to Primary Activities

$ 16,753 (1)(2)(3)
Salaries

117,269 (1)
5)

20!% (
3L38,

3,190 (6)(7)(8) v
43,500 (9)
9,600 (10)
L7438 (10)

5
157,754 (11)
5553 5021

Direct (ver- Amin. Over- Machine ‘
time, Terminal Administrative time, Terminal Travel & Maintenance  Administrative
Lzave, FICA Salaries leave, FICA tuard dervice & Rental Man Years
L3t 3,590 83 1,38 132 83
2,059 16,958 39 6,521 579 3492
601 145958 115 1,906 140 1.15
622 5,110 118 1,965 128 1,2
517 2,596 60 998 76 «60
2,178 17,911 1n6é 64887 659 L5
u76 3,922 90 1,508 151 91
L9 Loo 9 154 15 09
87 525 16 202 27 012
Ul 1,353 27 520 3 328
35166 26,073 603 10,025 840 6404
797 6,49 152 2,180 243 1.9
24957 €h,305 560 9,3U5 888 5.62
385 2,983 73 1,147 121 o9
933 7,84k 178 3,016 263 1,8
1 ’%9 9,087 285 ?. e 328 2030
9 L,0%2 o 2
; $T3%, 006 ey 5715 i E)
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OPERATING SUPPLIES

Description

SCHEPULZ I1L.
PLAN 7"

Justification

Photo Offset Plates

Paper, Dennison, Gum
Paper, Index, Bristol
Paper, Offset

Paper, Macking

Paper, Dupliocating, Copy

Xoerox Plates

Misoellaneous Reproduction Supplies
Misoellaneous Addressograph parts
Migoellaneous flexowriter supplies
Corregated cardboard boxes

Binding Wire

Penslty Envelopes

Non-pensalty envelopes

Mastor Mailer Cartons

Paper, Photograpbie

Chem...ls, Developer, (Airgraph)
Chemiocals, Stop

Chemicals, Mx

Chemioals for Proocessing Microcard
Paper, Miorooard

Miorofilm

Ozalid paper and film

Solution, priut straightener
Migoellansous spare parts

Drawing Paper & Illustration Bosrd
Paints, 0ils

Drawing Instruments

Brushes and Pencils

Misoellaneous ink, pans, spray, ete.

Total Cost, Operating Supplies

Note: Districution of costs other than those directly
chargeable are distributed on basis of known usage,

(s) Doouments to catalogs 170 per diy x 260 days = 42,000 per year, 4 8 per layout
(b) 76 ATI doouments per day requiring extra plates

(o) TAB = 72 pages per week x 52 weeks

(4) Forme to priat, 56 x 6 printings (Avg 3 pages)

§o) Reclassifioation Bulletin, 10 pages, Monthly

f£) Prefab Bibliographies 11,265 subject headings x 2 reproductions - § per layout
(g) Listing solentifio & techniocal reports; ASTIA Produots & Bervices, Misoellansous

¥or Franked Stickers

For 11,580,000 cards
(») TAB, 3744 papes x 4,000 runs
(b) Misc Forms 22-1/2% x 35" shests
(c) Sclenti®ic & Technical reports
(d) Mise. Reproduction

Form 1
Mise. reproduction
Repair parts for Multilith, speciel ink, cleaner sheets, cleaning solution, ete.

1000 each of 3 sizes

4 sizes
3 sizes
2 sizes
Normel workload is based on 278 recuests per day, avg, 50 paves per documentz, o
total of 13,900 pages recuired per day, or 18 rolls

Based on 278 recuests per day. Daily use 4 packezes

Based on 278 requests per day. Daily use 3-1/3 peckages

Based on 278 requests per day, Daily use 3-1// packages

Unit cost same as airgraph chemicals,

Based on 62 documents processed daily, totaling 3600 cerds, ~r 5 rolls of peper
Based on 62 documents processed daily requiring 3 rolls daily
For reproducing 20 ozelid recuests daily

To remove curl from photogrephic paper

For enlarger, papsr chopper, ete,

For restoration of documents; making badzes, signs etc.

For restoretion of documents; makiny badzes, signs ete.

For restoration of uocuments; meling bedzes, signs ete,

For restoration of documents; making badges, signs etc.

For restoration of documents; making badges, signs etec.




PLAN'A®

b

Ly

Quardkity Unit Total Percent
per vear Cost Gost of Plaa ¢
7,000 $ .22 en, $ 1,540 1 82
4%, 4 8 por layout 3,166 .22 ea, 6% 2 82
3,744 .77 ea, 824 3 -
990 .22 ea, 217 4 100
120 222 o8, 822 g lg(l;
3,755 22 ea, 2
i - t '
r;n:on.slz::oi;{::om . 5,700 +22 ca. 1,254 7 100
250 8 100
231,584 .0292 ea, 6,753 9 1,
1,872,000 0136 ea. 25,459 10 -
[.00,000 00136 ea, 5,10100 11 100
9,000 .0136 ea, 122 12 100
5,000 .0136 ea, 68 13 100
12,000 20383 ea, 460 VA 85
450,000 2,02 per M 99 15 7
20 17.00 ea. 340 16 100
eaning solutiun, etc, - - 3,290 17 100
- - 100 18 100
- - 371 19 100
3,000 .0166 ea. 50 20 100
20 1.00 ea. 20 21 100
700,000 .0092 en., 6,382 22 74
175,000 0119 ea, 2,075 23 (/A
7,000 20429 ea. 300 2/, 100
hases per documents, or a
4,500 25,00 ea, 112,500 25 52
1,000 2.75 ea. 2,750 26 52
833 5,20 ea, 4,330 27 52
813 4480 ea, 3,900 28 52
- - 450 29 -
or 5 rolls of pzper 1,250 12,04 ea, 15,050 30 -
750 1.78 ea, 1,335 3l K
500 32 100
500 33 100
700 34 100
388 35 100
22, 36 . 100
200 37 100
276 38 100
—k5 P 100
$201,340

—fiont

$ 1263
571

217
826
1254

250
4997

5140
02

391

PLAN' B
Percent
~ ol PlanC _ _ Cogt

82 $ 1263
82 571
vyl 634
100 217
7% 19
100 826
100 1254
100 250
74 4997
™ 19603
100 5440
100 122
100 68
85 39
™ 700
1w 340
100 3290
100 100
100 m
100 50
100 20
74 4123
7% 1536
100 300
52 58500
52 1430
52 2252
52 2028
™ 347
V4 11589
Vyd 1028
100 500
700 500
100 700
100 33
100 224,
109 200
100 276
100 1
$127512
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Distribution of Costs of Cperating Suppiies

le |IA"
&ubiect Analysis Catalog Card Service
Deserip, Tabjec 1strib, Abstract-~ ard Card British  Reclass. Translation Reguest Document. A
Totel Receiving Catalog. Cataloge Classif,  ing Prop. Distri, Acc. list Bulietn List Process, rtoTage Repre
1,263 1,263 '
571 571 1
217 6 27 8 g h 24 6 1 1 2 Ih 10 |
19 19 ‘
26 826
1,254 33 154 L5 i46 2 162 36 L 5 12 236 59
250 125 & i
4,997 Ly»7 ‘
5,40 11 668 195 201 102 706 154 16 2 53 1,028 25
122 3 15 4 5 2 16 3 1 24 o
o 2 8 2 5 1 9 2 1 u 3 :
2 R
700 700
40 9 L2 1z 15 6 by 10 1 1 5 & 16
3,290 39 183 55 55 28 1,995 b N 6 15 28 70
100 100
M 10 L6 13 1y 7 Le 1 1 1 N 70 17
50 25
20 10
L,723 L,723 1
1,536 1,536
300 150
95,625 9
2,750
k4,330 j
35900 3
{
1,028
500 h
500
700 18 8 25 26 15 a 20 2 3 7 152 13
488 10 L8 P peny 7 50 1 1 1 L (] 1% ‘
22 [ 28 8 8 i 29 [ 1 1 2 2 10 |
200 5 2, 7 7 I 26 6 1 1 2 38 9
276 7 3 10 10 5 36 g 1 1 3 51 15
12 - 7 17 17 g 60 13 1 2 5 87 22
ﬂrﬁ—ﬁﬁﬁ. iR 3 s 3 127 313 LA &A% 3 ain LFL R i 115




d Catalog Card Service
be Abatract- Tard Card British Reclass,  Translation RsQuest

D.cument Mpply Service Demand Loca. Iibrary  Teehnfical
Lo ing Prep. Distrd. Acce. List Dulietin List frocess. ‘torage Reproduction Acquisitien Blllicgrephy Servics — ata Digest
1,263
571
i 28 6 1 ; 2 5} 10 38 5 12 L 5
1
&6
2 162 36 4 5 12 236 59 20 7 n & 14
125 60 6
4,997
, 102 706 15, 16 a 53 1,028 a5l 557 118 309 358 15
| 2 16 3 1 2 6 a 3 7 8 b
| 1 9 2 1 1A 3 12 1 4 b 2
9
) T00
6 by 10 1 1 3 & 16 & 7 i9 2 10
28 1,993 13’3 L 6 15 = 70 262 32 & 9 u
7 L3 11 1 1 A 70 17 & ] 22 2, n
% 25
: 10 10
] b,”zj
: 1,53
| 150 150
95,625
2,750
k4,330
:W
1,008
500
500
15 N 20 [ 3 ? 152 33 123 15 Lo b 20
7 50 1 1 1 L I 15 & 8 2 2 n
L 29 6 1 1 2 2 10 39 5 13 15 1
L 2 6 1 1 2 38 9 36 s 1 13 é
g 2 ,g i ; 3 g g g é 16 18 8
1 5 10 26
208 TILIE %Iy —34 34 Ny LS B N | LX) T3 a3 7% 7%'
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| i RENT.
Schedule IV
FLAN 4

Rental of Xnrox § &
Service Contract for Cameras 1,000
Contract for Electrical Services 500
Contrect for Plumbing Services 2,000
Coatract for Repaire tc Proceseor and Printer 600
Contract for Sharpening Cutter Blades and Drills 48

§, 748
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Xcareat Servics Cents:
Susary of Costs and sen Yoars, Flax T2*
In Thole Jol.ars ard Man Years Exhidis A

Xxpiicate Jocdtor. Tesript. Scbiect 5o sri. Giesemeio llor
PHial Soveivizg eck  lainmtaln, Catgog. talcg Taosif,  ing [ot=)
Direct ratirg Cos.s
—hﬁ S#Eax
Document Precssdng 232,332 18,76 38 eC,867 el 77,60 2,2
* -n Y-ﬁ w'* 5.}6 k-% 15'-;5 5.« 5.?3 ,::-cg
: Ampouncemstt 4,109
¥an Years 1.25
Request Servicas 193,662 s 1500
m- Tears L ) .35
Lisrery 35,620
kon Years 10492
! torial & Copy Prearation 26,52 S
ian Yeare 7.5 5T
Beprid=ction 129,54 o
Max: Years 5473
' 35,164
Man Years 10.66
Total Direct Forsomal Sarvices A b ANy A g BT R, L, o, s
Total. Girect Mar Years 196,77 536 I 9.2 175 8.08 3.78 3,7 22.99
Ovorilee. Laxp Sam Leave, FICA 16,553 29 2 0 iy 683 &4 3 1,92
Oparating Supplies 17,512 283 253 &5 %67 3% Ly 33 2.
ihinterance & bachine Rental 1, 718 i 120 22 s 12 P % %
%otal Mrect Costs B e e T £ B LRV S
_u_hgni.stn‘.ﬁ'.n & Ovethead Couts
raoral Ssrvices 133,52 3 3,3% 3 2,5 gl 5,1 2,7 S 5%
: Yen Toars )c:és o> 235 fi? :;J- . PRy 51303 2y B 1; C
; Certise, Lumg Suz leave, FICA : T :

Trsvel ani Ocard Service
Total sde'nistrative & Overbead

Totai Costs
Totzl a2 Yea:o

Povitions Required
Additions]l Dollar Feyaliremects

To'a: Dollar Fwquiremsnts

it Costs, Direct Jopts Sulr:

i < H P T -~ - - -
4 Prits Procucec _ZZ’.,-.:R} 163,227 el et 32,775 3,035 5,23 Lot 2
Doxceents Docoworts Doocmerss Dislse Tiles Tivdas  ilas e
tnit Tost : = . - gy e R it
& e I ol .a; PR Y .:.a:‘ lelm e




trte Rodject Di-tri. Abstpa-te Cioro- Catalop Ca

Ics ITAB Wcro- Pacls ss.Bulls Request Yocument Sup
2kLog Qaswif, img  Lilmmg  Prep. distri.  Prep.  Distr. cards Fep. Listth. Process, Storage Teprod

-

25221 27,65 2,28
340 5.78 2.8
14,09
1.25
19,659 26,867

1o 668 5,226 1,7 23,735 €,58; 137
33T 1433 o= 6.8 2.02 .0y
35,223 08 16,857 32,518 135 37,88
10.2 oql 5.60 8@66 -11 10'50
291 13,580 2,3 4
3.& 1,‘,.% '55 l.a

PO iy
5.78 35 2.9 adees B8 12.73 h22 o885 n nak 8T
& ‘ +C 39 1,006 323 A7 W F X 723
2,3 11,265 1,508 13,5 &85 12,26 12 »'
% 7 -

695 LT . zsud Pt 63 BEl 2w’ A7 % s 10,06 13.77

3 ppnt= Yok s Al - ~ - o~ - ~ - . ~ % ar )\ £ X
et e et s e Nt S A T 323, T 2,50 117,55 12,000 TR0 12,000 Bt 3,58 u2,8%

- - P,
Tiilas Tilss Mitirr Mtas nazas C-rds Tilles Sopies Tides MMilas ozae  eguests Decxdenis D:fen!ed
TeCe) oI 1w 2,787 w0y 2,716 377 GRS LTy s, 203 ET0 +5%
4

1,507,003 T3 117,30 433,000 12,000
eI Jcries togias gormiac
.502 .’3& ,&i} 4

ndiian




Catalog Cards TAB Micro- Re:lacs.Bille Request Document Su Domand Lecal Library
i . Distri. cards Prep. Distri. Process, Storage ™ Reprod. Acq, Bibliography Service

4,409
1.25
79,68 26,867 11,705 In,001
20,22 746 2.97 ildy
152506 ZO,M
hel2 6,00
25226 1,732 23,735 6,984 137
32 o .28 2,02 .04
9)823 230&1 16’857 521518 hlb' 37’8&‘
0.52 54 L& 8:66 11 10.50
9,901 13,880 2,%3 lla.gge iluﬁgs 156
BQCO :l.lo& 065 o * hd
N, (IS 913 ;5 ,00] 580 0 4 0% 52 2,1 o4, 555 1A 2545 FY4 4,1 éutm;
«£5 405 12.73 he22 10.88 .15 L6 2.6, 875 1.97 2.97 1na9 6.00
2,068 Rn9 1,G% 5 17 '
1,265 1,908 5
596 98
5918 18,02

Jo, 59 2,532 8,291 2 75273 1c 1 5733 7,876 2,155 7,581 3,737
J:? :;3 1.90 :;238 i Py gé Z’g’? 51 1280 a9 1.73 86
170 2 3 ©7 135 183 50 176 &7

k o 3
e : 1,0U; 2,883 12 15 6,9;; 2%_—3-&5-7%——151%———5%—5 122 :
5927 3,555 11,77 2+ 65 9326 I 3L » ’ 4 ’

0225 198571 Tl 2442 55,29 13 o 1,799 W,&i 12,609 15,296 53,807 26,54

5.4:0 L.&3 Ué3 b8 32034 a7 % 2.8 10,06 13.77 3.4 12.92 .86
5 16 s 13 - 1 10 15 L 1 T
‘P 1,509 7,168 5 3,3 0 = 30214 - 20,80 2,390 972 : -’
55 > 3 Xy o ‘ " ‘ z ." AT Ak v v..'ﬁo lt'.iﬁ j , X -‘.'. ryy W,

5P 3PIT0 2,0 150 14,000 7R g A SLSR L2g32  i,656 1,32 12,00

s C-xds Titles  Copmies  Titles Tities ~pming Fequests Documents D o Taion laiicpmihies Def ’
S TE AT L8 Lny Ip po® W70 2.580 2.8 32,808 106
500 AD
15
<2S AT Yo ibsirasis
X9
200 TT 117,526 60G,20C 12,006
Y2} Sories Series Siriss
os& ‘CSS l:’~£
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Personal Services Reguiremente b

Function

A. Dooument Processing

Schedule 1

Plan "B"

Direot
MY,

erating Pumotions

Indirect
Sgorﬂlion
.Y, ‘Coat

Totele

MY Cost

1. Doowment Receiving 4.99 16,714 37 1,782 5,836 18,476
2, Dup, Check & Desorip, Cat, 17,76 62,108 1,32 6,280 19,07 63,386
8, Distribution Clamsification 10,08 48,299 .78 3,721 10,84 61,920
6, Security Check 2.47 9,698 .19 903 2,86 10,601
Be Announcement
1, Title Anvouncmsent Bulletin 116 3,917 Of 492 1,28 4, 409
Ce Request Services
1s Doounent Request 15.689 86,742 1.68 7,838 i7.27 74,5680
2. Distribvution Records 2,86 8.816 « 30 1.406 2,95 10. 222
4, Demand Bibliograpby 7.57 27,892 57 2,720 8.14 30,612
5. Docurment Acquisition 2.68 9,286 29 1,362 2,97 10,807
D, Library
1, Catalog (ard File Maintsnance 7.92 25,851 68 3,243 8.60 29,084
2o Archives 7.68 28,069 +68 2,764 8.28 27,833
3. Reference Servioce 4,48 165,426 54 1,621 4.82 17,047
E, Bditorial & Copy Preparation
1. Editorial 2.94 11, 245 .26 1“31 3.20 13. 379
2. Typing 17,55 66,493 1,45 9,499 19,01 64,992
S« Froofreading 2,68 9,661 22 1,208 2,90 10,869
4. Illustration & layout .46 10,976 «28 1,543 3.74 12,519
F. Reprodustion
1. Photocopy 94 3,981 <18 817 1,16 4,778
! 2. Platemaking 3.62 13,929 .30 1,666 8,92 15,584
3, Photoduplicating 1.3 5,614 .17 902 1. 6,418
4, 0Offsot Dupiiosting 3.20 13,1356 26 1,431 3.48 14,688
8, Bindery (Collating) 1.48 5,054 12 670 1,60 5,724
8, Bindery (Cutting) 5.66 22,2685 «49 2,706 S 45 24,970
7. Bindsry (Drillimg) <15 662 02 111 «17 673
8, Bindery (Barding .64 2,191 .06 269 €9 0y 460
9. Bindery (Stitching) .83 2,828 .08 334 «38 3,162
10. Stock Esndling 1.08 3,623 <08 492 1.16 4,115
11, Control 5,04 17,123 - - 6.04 17,122
12, Microfilming 10,23 38,338 1.74 2,910 11.97 42,248
13. Film Processing 2,84 $,861 ) 2,499 3,33 12,350 , 1
14, Miocrofilm Archivas 8.12 26,083 1.38 7,006 9,60 33,089 : #
15, Process Airgreph 3.08 10,683 58 2,704 8.61 13,387
16, Photo Prints 4.99 17,042 38 4,209 5,82 21,261
G, Skipping ‘
1. Addressogrsph 4,80 14,3982 <48 2,226 5,08 16,817
2. AT Cards 31.69 6,060 217 796 1,76 5,846
3. Request Documents 1.97 6,256 22 $81 2,18 T,23%
4, Title Announcement Bulletin 1,20 3,814 o138 810 1.33 4,424
S. Reclassification Bulletin ] 1,746 .08 283 .81 2,028 :
6: md Biblioamphy 005 153 - - 006 166 E
7. ASTIA Publ.oations «06 187 - - .06 187 g
8, Form Letters 022 896 .08 142 25 838
Yotal Direct Man Years & Salaries 188,02 852,702 18,00 91,369 201,02 143,088 H
Less Preparstion of Manusls
and Broochures 3.86 13,888 <80 2,885 4,65 16,773 :
*Hotes Toial salaries in each work fumoticn reflsct the third step of each grade.
} The total saleries divided by the total nuwbtsr of employees equals average
selary ueed in Jetermining total costs for each funotion.




PLAN B SCHEIULE II

Allocable Costs Other Than Direct Personal Services

Direct Personal Services Overtime, ILump Sum Leave, Fi€A $ lb,J
Adeinistrative Salaries Man Years Salaries

Admind strative Personnsl 26 117,160 (L)

Administrative Support g:g 16 (5)

» )

Administrative Overtime, lump Sum lsave, FICA 3,117 (6)(7)(8&)
Tov°1l Administrative Psrsommel Costs
Ouarc Service

Temporaxy Daty Travel
Machine Maintenansce & Rental
Total Except Supplies
Sapplies

Total Allocable Costs

(1) Overtime represents 1% of Direct Personal Services Coats

2) Terminal leave epresents 8,.8% of total estimated payments

(3) Social Security Taxsa represents &,.3%f of total estimated payments
(4) Based on third step each employee i
{5) Includes distritution of L+65 men years for mamals and trochures
(6) Administrativs Overtime represents 1% of salaries

(7) Terminal leave represents 15.2% of iotal estimated payments

(8) Socizl Sevurity Taxes represents 15.,2% of total estimated paymnts
(9) Fifteen guards at awerags salary of $2900

(10) Estimated

(11) Distritution of Supplies shown on Schedule ITI

Distrilution of Allocable Cosis, Exceg mpglies! to Primary Activities
(Based on Dire rs Services Costs)

. il

Direct Over—- Adwin. Over-

Direct tims, Terminal Administrative time, Terminsl ;d
Activi Salaries Percent Leawe, FICA Salaries Leaws, FICA Qud
Receiving 18,476 2.5 129 3,502 ™~
Duplicate Check 18,120 2.i8 12 3,335 78
Document Storage Maintenance 3,100 Le73 200 6,235 ¥y
Descriptive Cataloging 60,867 8437 1l 1,21 261
Subject Cataloging e 3.33 563 k160 10y ]
Distribution (Qassification 27,659 3.8 &y 5,103 1i9 ﬁ
Abstracting 14,688 2,02 LAl 2,706 63
Catalog Card Preparation 89 ,0i9 12,2 2,068 16,395 3% 1
Catalog Card Distribution }5,7}'{' 1.89 9 2,532 9
TAB Preparation 45,001 5019 1,06 8,291 193 A
TAB Distritution 13,8%0 1.91 323 2,558 60 4
Micrccards 39,502 Seii3 0.7 75273 i70
Reclassificatior Bulletin Prep. 552 08 p1 1} 107 2
Reclassificetion Bulletin Distri. 2,093 026 re) 388 9
Haquest Pmcoasin?' 94,995 13406 2,206 17,193 o7
Document Storage (Supply) N,136 Le28 723 59733 133
Document Reproduction 2,716 5,88 993 7,876 183
Document Acquisition 11,705 1. 272 2,156 50
Demand Bibliography 1,157 566 956 7,581 176

Local Library Service ¢ 20:3% I'Z%';'g’ ’g‘; g:;g ‘3’;[%"




/

TEA 816,85 (1)(2)(3)
: Man Years Salaris.
26 117,189 (L)
16 (5)
Ve 4
3,117 (6)(7)(8)
137,059
143,500 (9)
9,600 Elo,;
L, 748 (10
b ]
127,512 (11)
$559,
ces Cosis
ted paymsnts
g estimeted payments
als and btrochures
es
3+ed payments
E estimated payments
Primary Activities
"tS)
g Direct Over— Admin. Over- ¥achine
time, Terminal Administrative tims, Terxinai Travel & Mairtenarce
R Leavs, FICA Sa' -es Leawey FICL Cuaxd Service & Remtal
1748 3,335 78 1,322 I2¢
800 6,335 U7 2,512 2%
1,k 1,21 261 Lyl Los
563 L0 10 1,768 122
&yly 5,103 119 2,023 140
31 2,706 63 1,075 73
1,926 15,270 3% 6,053 556
2,068 16,395 - 6,500 596
39 2,532 59 1,004 ag
olb &,291 193 3,287 307
323 2,558 é0 1,01 i
7 75273 170 2,883 258
U 107 2 12 L
19 388 9 154 15
2,206 17,163 o7 6,935 596
723 5,733 133 2,273 P
995 7,876 183 3,122 290
272 2,156 56 855 7
1
31'6?%' SB% LAY 353‘,1&% gﬁﬁ

phimistrative

Years

;‘.2,-——-—-_
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OFZRATING SUPPLIZS

Justification

Pasoriptivn
Photo OfZset Platas

Paper, Dennigon, Gum
Paper. Index, Bristol
Papar, Offeet

Paper, Masking

Peper, Dpliocuting, Copy

Iorex Flates

Hiscellaneous Reproduction Supplies
Niseellansous Adiressogreph parts
Wisvellaneens flexxwriter supnlies
Ocrregated carddoard boxes
Binding Wire

Pezal ty Davelopes

Non-pamal ty emvelopes

Haster Kailer Owrtons

Peper, hotegraphie

Chamionls, Developer, (Airgrsph)
Gaials, Stop

Chenioals, Mix

Creaieals for Processing Miorocard
Paper, ¥iervoard

Merofila

O0salid paper and film

Solutisn, primt straightemer
Niseslluneous spare parts

Drawing Peper & Illuvtration Board
Puinte, 0lle

Misoellanecus iak, pens, spray, eto.
Total Cost, Operating Supplies

(o) Doouments to catalog= 170 per day x 260 days s 42,000 per year, ¢ & per layout
(b} 76 ATI dosuments per day reguiring extra plates

(o) TAB - 72 pages per week x 52 wesks

(d) roms tc print, 56 x 6 printinge (kvg 3 puges)

éo) Reclassification Bulletin, 10 pages, Moathly

£) Profad Bidbliographies 11,268 subjeot headings I 2 reproductions - 6 per layout
{g) listing solentific & technical vsports; ASTIA Products & Servicos, kisoellanso

)
(e)
(a)

For Franked Stickers

Por 11,580,00C cards

TAB, 3744 pages x 4,000 runs
Misc Forms 22-1/2% x 35" sheets
Sedientific & Technical reports
Mise. Reproduction

Fore 1
Misc. reproduction
Repair pearts for Multiiith, special ink, cleaner sheets, cieaning solution, et

1000 esch of 3 sizes ]

4 sizes 1
3 siszes
z siges
Normal workload is tased on 278 recussts per day, &vg., 50 pazes per documents,
totsl of 13,900 pages recuired per day, or 18 rolls
Based cu 278 reauests per day. Daily use 4 packages
Bazad on 278 recuests per day. Daily use 3-1/3 packages
Based on 278 requests per day. Daliy use 3-1/4 packages
Unit cost same as airgraph chemicals.
Based on 62 documents processed daily, totaling 3600 cerds, or 5 ro’ls of paper
Based on 62 documents processed daily requiring 3 rolls daily
For reproducing 20 orelid re-uests deily
To remove curl from photcgraphic paper
For enlarger, psper chopper, stec.
For restoration of documents; making bedges, signs etc.
Por restorstion ~f dccuments; meking badzes, signs stec.

. Tor restoration of documents; mking bsdyes, signs ete.

Note: Distribution of costa other than those directly
shergesble are distributed on dusis of imown usage, ‘

Por restoration of documents; mmking badges, sigms etc.
For restoration of documente; making bedges, signs etec.




» ¢ 8 per layout

= § per layont
oes, Miscollaneous

ing solution, ets.

s per documents, or a

5 rolls cf peper

Quariiity Unit Total Peroent
ROr Yoer Cowt —Gogt ofPauC.  Cosk
7,000 § .22 ea, & 1,540 1 82 $ L%3
3,166 .22 o, 59 2 8 5M
3,74 22 o, 824 3 - -
990 W22 ea, 217 A 100 Vi
120 .22 e, 26 5 74 19
3,755 .22 o, 825 6 100 826
5,700 .22 ec. 1,254 7 100 1054
250 8 100 250
231,584 .0292 oG, 6,753 9 % 4997
1,872,000 0135 ea, 25,459 10 - -
400,000 .0136 ea, 5,440 n 100 5440
a,000 .0136 ea. 122 12 100 122
5,000 0136 ex. 68 10C 68
12,000 0383 ez, 450 24 85 91
450,000 2,02 per M 909 15 7 700
20 17,00 ea, 30 % 100 3o
- - 3,290 17 100 3290
- - 100 18 100 100
- - m 19 100 am
3,000 L0166 ea, 50 20 100 0
20 1.00 ea, 20 2 100 20
/00,000 .0092 ea, 6,382 22 /1 4123
175,000 L0119 es, 2,075 23 7, 1536
7,000 0429 e, 300 24 100 300
4y 500 25,00 ea. 112,500 25 52 95625
1,000 2,75 ea, 2,750 26 52 2750
833 5,20 ea. 4,330 27 52 4330
813 4,80 ea, 3,900 28 52 500
- - 450 29 - -
1,250 12,04 e, 15,056 30 - -
750 1.78 ea, 1,335 N T nes
500 32 100 500
500 33 100 500
00 % 100 700
388 35 100 388
224 36 100 224
200 37 00 200
276 38 100 %
—ks 100 — s
$201,340 $337734

EEEEEEEEyynney B BEEEEE3258EE32E BBsE3me

1

verugnaliehiEd sidussnteanent

»
.
)
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Distribution of Costs of Cperating Supilieo

Flan *p*

Duplicate Documen Descrip. Suaject Distribution Adstruct- Bicro- Catalog Card TAB wero- Recle
fotal Receiving Check Storage Meint, Catalogicg Cataloging Cleseification _ing  fllming Prep. ka?{. Prep. Tistri. csrde Fr_ng.
1,263 15263

ST S5h
63 &
ar | 6 5 10 18 1 8 L 5 26 L 13 k 12
19 19
&6 26
1,25, R R L 1 2 LE 2 w 153 u 7% a4 68 1
250 125
h.99’l hlm
19,603 13,603
S5, 138 % 257 455 bl 1% 207 110 &o 65 10) 1 10 25 L
12 3 ! ] 10 4 5 2 i 15 2 ] 2 1
8 2 2 3 [ 2 3 b 8 8 1 1 1 i
» »n
700
30 G & 16 28 n 13 o 3 ) a ] 12
3{;’902 »* 31 0 125 50 57 30 170 1,982 - ] ® 1: a 1
n 9 18 n 12 I3 7 W3 b 7 23 7 -y
50
20
L,723 1,08 35l
1,5% 58 1a%
30
558,506
1.450
2,252
2,028
3
12,559 1,523
1,008 1,028
500
500
700 i8 17 2 39 25 a U %0 86 3 1] 13 38 1
-3 10 10 b R 13 15 s bl a7 N -1 7 a
2 6 [ p3t 19 T b4 ] 26 26 i iy L 12
200 5 5 9 17 T 8 & 23 25 1 12 i n
?]6 1;,' ‘g, ]‘g 23 19 1n & 2 3 3 17 g 15
ﬁ 2 < 18 9 E; E 2 29 E 1
2. % % W 2:2 2) * » ¥ <y 4




Sorvise

Docwmsat
Storege

Declass. Bulletild Hequest

Hcro-

taAD
Prep, Wistrt. cards

Abctreet~ ¥icro—

ributico

Hted.

vetalog Caxd
Frop. BabA.

:

Process.

.
P s

Ps:fication ing filming

13

&

- -2
w 2]
N8
g4 d
- =

“21

m.l.l

|

&3

R

232
1,152

N~

RR%
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150

1,5%
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Bental of Xerox

Servios Contract for Cameras

Contract Zor Electricai Services

Contract for Plumbing Services

Cantract for Repairs to Processor and Prianter
Contrsct for Sharpening Cutter Blades and Drills

ﬂ’ Tht
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Doocument Ssrvioce Center

Summary of Costs and Man Years, Flan “C"

In ¥hole Dollars and Man Years

Fndbdt A

Duplicate

Doce Stor. Desc Distrib. Wciro- 1

Total  Beceiving _ Check  Maintain, (Catoiw,  Classif, filming
Direct e Costso:
cas
Documsn? Proces:dng 250,99 2,180 21,265 T3,L33 37,502 9,0
Man Years 5.9 6403 573 19.26 7-.47 27. 0
Amnouncezant 6,588
Man Years 1.6
Request Services 250,193 3,865
Man Years 6!4.21 .27
Librery 60,316
¥ap Yoar 15.93
Bditcrial & Copy Preparation 71,038
Man Years 20.4
Reproduction 176,787
Man Years hs.%
Sh.pping 15,61
Nen Tears s -
Total Diroct Personal Services K N,28 3,865 TL43 3.0 B,
Total Direct Man Years 227.64 6.03 573 11,27 19.26 747 27.50 1
Overtime, Lump Sum Leave, FICA 18,550 156 Ls8 gy 1,538 807 2,14,
Operating Sapplies 201,340 339 350 702 1,143 600 2,26k 1
Maintenance & Machine Rental h{'éﬁ 126 10 e 1,02 1 T
Total Direct Costs » 7Y ll.s » 9 Wy 9 !
%m&w & Overhead Costa
ces 134,602 3,31 3»325 5,850 1,157 335 15,560 1
JMan Yoars 30.75 «76 a76 -=7 2. 55 3455
Owertinme, Lump Sum Leave, FICA Z,S‘m 33
Travel and Guard 3srvice gg, .g 1% 2.%03 é# !g 0,138
Total Administrative & Overhead 7
Total Cost 1,277,102 26,78 26,81 55 slili5 9C,315 47,365 126,86 9
Tot:l ¥an Years 258439 6.79 6als9 12,8, a.8 8.5 3,06 2

Pogitions Requixed
Additional Dollzr Hequiremsnts
Total Dollar Requiremants

Unit Costs, Direct Cosus Only:

Units Progr-:2
Ualt Costs

261,092

Documents Documents Documents

+085

—r%‘ﬂm—if%—wﬁ—wﬁ‘%w%“ T

185,826
J119

185,826 9,552  La,0TT W01
Mtles Titles Titles
o2hb l.251 «929 2.486
(by
51520

1,50




2. Cistris. WMo law e faxds TLB Weve Wiz, WD
gog. Qassif, Siming itwme | Ssiri. CIreg. i, Axs N T

g,y Y R ISE,TIE 15,5%  LIW s
ads Tilles Sociss mitias Titen Touics
2 2.7R ot EP AN e -3

I%,TTE TEOX L&,
cgins wares Tegiss

a7 % ety @ e Y SAE




o~

i3 ue, Siawr. Wil Ut Fveemaml iy Secvicy nmnad wscal Xhemcy
. Meri, axs g Ard. Pxows.  Pongs e Pgacim Biicouty Srvise

gl |
IZ6 RS R, % pat®s -4
b~ 2% -4 .2 2.26 Se e

=
"~

2,7 i.,50 26,08¢ 1
s.7¢ 36

i

Laky

15 -,
-
-, <3 =2
> ’-":‘-‘ [ ¥4 1_’.& -’.
=23 g {

¥
[
',3 W\éy?” ¥ 'ﬁ
Gy
4
W YA

L

’
/
ik

3
WA

Y

fe
"
e

ot
W
\'\:m
;k
A
i}

T‘x b\ 4
! *3 wMNk?

-
x. & =

] 2,53 3,

— s
- gl e -

T IR,TAY  I5,% % z5,2%¢ 8.5 2,58 55 2 3k 1,65 l2.42
Tiles e wizes Hies IKes I @ests ocuRerty Docoaeie Les FAIopmakias IfTxoen
T R A 2T ] O o, TS 2.3 2.993 3% 229
LR, TE,XC 5,80
Sooiss copres  Cocliss
Tt e A
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Persesal Services Reci resents by Jperstizg Pumeticas

Sehodale I
.7 I
Indirent
rest #ﬂ- Sotal o
Maetien aY. Qoet LY. E.Y. et

veoment Pressssiag
l. Dvemmt deesiviag 564 is,108 -3 2,011 s.a3 0,8
2. Dap. ek & Jeeeript. Cat, .87 T2.3% 1.3 7,48 22.08 78,678
S. Mstridaties Qassif{ietien .9 34,908 -8 2,548 T.67 37.532
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MAINT-NANC: AND WACHINS RSNTAL
Schetule IV
FLAN ©

Rental of Xerox

Service Contract far Cameras

Contract for Slectricai Ssrvices

Contract for Pluabing Services

Coutract for Repairs .o Processor and Printer
Contract for onarpening Cutter Blades and Drills
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SECTION Iv
WORKLOAD SURVEY

Planing for faturz operstk 3 of the Document Service Center has been developed from & workload survey
which completely disregarded the existing organization and zeduced each functional area to its component parus,
The reqairements tor each comyonent necessary to accomplish a service were based both on experience and
statistics gathered from existing records for previows yeans .id on currsat workload dasa, Within each component
a work standard war established. Yhese stondards are based on individual produrtivity rates and wherever possible
wreze related to comumercial and/or fudustrial standards for the same work, In orde: to obtain the productive man
days necessary to accorwplish the work in a given xres, the established standard was divided into the workload for
s complete fiscal year. This figwze fs the procuctive man days for a given job. To obtafn the groas man 23y,
the productive 1nan dey= were multiplied by the standard factor of 1,20308. This gross man dayr figure was
divided by 230 t obtain the gross man year required in each functional as2a, The sum of the gross man years
for al} fonctional areas gives the number of direct man years necessary to fulfill the DSC part of the ASTIA
miaion.

Purther ¢laboraticna representing operating plams based on this workload survey have been incorporated in the
seversl exhibits. The cifference between the workload survey ana these exhibits lies principally in that the work-
load swyey disregard arganization and establisbes basic productive man years while the various plans based on
these production statistics include the cost of both direct and indirect supervision, suppiies, and cther operating
essentials,

gSection IV - 1
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FINCTIONAL AREAS

DESCRIPTION (F WORK

PRODUCTIVITY RATE

|

VULUME

6.

Tocsment Processing
Docwtpent Recelzing
Chari ©

Inftia) Screening

Disposition and Routing

Sapervisacy

Dwplicate Screening &
Descriptive Cataloging

Cataloging Reriew
Supervisory

Daplicate Screening & Deacrip-
tive Cataloging (Foreign)

Caulaging heview
Abetract (Foeeign Languagey

Abstract Review

Distribution Cianification

Subject Cataloging

Supervisory and Review

Secwrity Check

Sur ervisory and Review

The processug jrogiam represent, a series of
steps in treating 4. acquired document » ) thet ft can
be intelligibly and accwrarely anncunced and so thay
its conteats wiil be exploited 1o the fullest possible
advantage to the Dept. of Defersz Research «nd De~
velopment program. Accwracy is esser‘ial as improper
cataloging would result in rhe material rot being found
when requited.

Record all iscoming teports foe statistical purposes.
Fiiminate non-pertinent materiais, (37 doc. /day).
Soit material by originating agency for processing.
(This desk also stamps extra copies of reports found w be
Juplicates by Dupiicate Sciceniny, See Operation A 2),

Record routing of receipted ftems: o Procesing
Line: to destruc-ion; to sender; to other interested Offices.
Handle destruction of classified matter whea requi.ed.

Idertify documents previowly cataieged and
descriptively catalog new tities.

Check accwracy of enwies made by catalogers,
abore,

Admaiswauve and Sipervision

Samc a3 2 above (for material of For~ugn origl.s).

Sam: as 2 above {Acts 2s Supervisor),

Prepare wbstracts and uanslate titles of foreign
language documents.

Review all abstracss prepared (Acts 25 Sipervisor)

Clazsify documents by Subject Division and Subject
Section for dis'ribetion contzal.  Initsate and enter
appeopeiate dusteibution miiations on work sheets,
Annctate inadequate titles (within limits). Determine
extent of furtler pocessing and announcement. (ATI,
UTland TAB). Designate those trles to e i ocarded.

Assign Specific Subject headings to aew titie

Review all entries mads by classitiers alo act i
supervizoty capacity.

“neck and venfy secunty classificaticn of doc.
iz accozdance with cwrent autority lists.

Review and supervise werk of checkers, Take pec-
enary steps to reconcile apparent inconsisteacies i
secirity classification by carrespondence, etc. with
Butacritative sources. “wspoasible for compilation
of urwries for reclassification builetin,

450 items ‘man day

700 iteras/men day

19 tdles doscr) . iivaly
cataloged ‘msa day

80 uties/man day

Same as 2 abuve.

Same a3 2 3bove.

8 abstracs/man day

Inceterminate

3f titles/man dav

40 titles/man day

Eniire output
(rate indetexminate)

125 tities/man day

Entire cutpt
frate indeteirainate)

221, %80 reporis/ycar

a8E
-37
542 zeports & Gups.

849 domestic
& feteign

%04 new tiles/day

204 new titles.lay

11 ttles/day
'

11 tities/dav

137 tirlessday

137 titles/d:.

37 7~ a3y




PLAN "A" FL.AN "B”
h{ RATE " . GR
01.UME MAN DAYS GROSS GROss VOLUME MAN DAYS 0ss GRUSS vol
v REQUIRED MAN DAYS MAN YEARS REQUIRED MAN DAYS MAN YEARS
221, 480 reporws/year — —_— — 221.480 repotus/year — — — 221, 480 reports/ye
L—?—‘- reporis/ye
261,092 total/ycar
288 472 5€7.8 2.18 886 47 587.8 2,18 261,092 total repor,
N -8 1,044 teports/day g
89 reports & dups, 849 reports & dupe. =37 reporn/day
1,007 reports & duy
! 849 domestic 304 28§, 7 141 849 domestic 304 385,17 1,41 1,007 reporu/day
& foreign & forzign
L 1 man year — 1,00 1 man yea: - — 1,00 r——
ely 204 new titte "Gay 2,680 3,224.3 i2. 40 204 new titlet/day 2,680 3,224,3 12.40 242 new tiles/day
ay ‘
204 new files/day 657 766. 4 2.95 204 new iitles/day 637 768. 4 2.95 242 new ttles/day
L R 1 man year —— 1,920 —— 1 man year —— 1,00 ——
ay 11 titles/day 100 400, 0 1.50 e ——
11 titles/day e -
137 titles/day 79 1177. 8 4.53 137 titles/day 979 1ATLR 4.53 168 ritles/day
137 titles/day 850 1029.8 3.9 137 titles /day 856 028 3.9 —
—_— 1 man year e 1.00 1 mas yoar ——— 1.00 ————— e
)
pv 137 titles/day 274 429 6 127 137 uitles/day 274 29,6 L3t 168 dties/dsy
— 1 man year —_— 1.00 tman year —_— 1.00 168 t.les/day
e}

|




PLAN "3" PLAN "C*
GROSS VGLUME MAN DAYS GROsS GROSS VOLUME MAN DAYS GROSS @08
MAN YEARS REQUIRED MAN DAYS MAN YEARS REQUIRED MAN DAYS | MAN YEARS
—_— 221,480 reports/year _— —_— — 221,480 repcrs/year  DSC
M:—q repors/year TID
261,092 total/year ASTIA
‘ 2. 18 888 4m 5617,8 2.18 261,002 total repoits/year ASTIA 559 6M.5 2,69
=31 1,044 reporu/day gross
849 1eports & dups, = 37 reports/day valueless
1,007 reports & dups.
141 819 domestic 304 85,7 141 1,007 repotts /day 360 433.1 1,67
& foreign ’
H“l. 00 1 man yzar —_— .00 . 1 man ye —_— L00
12. 40 204 new titles/day 2,680 3,%4.3 12, 40 242 new titles/day 3, 185 3,838 14,74
2.95 204 new titles/day 637 168, 4 2.9% 242 new titles/day %1 910, 7 3,50
1,00 ——. 1 man year ——re 1.00 —— 1 man year — 100
1.50 .+ ——— — —_— ———
4.53 137 titles/day 97¢ 1,171, 8 4.53 168 sitles/day 1,200 1,443.7 §.55
3.96 137 titles/day 854 1,029, 8 3,96 —— ———— — —_—
1.00 —_—— 1 man yea: — 1.00 —_—_— 1 man year 1. 00
1.27 137 ttles/day 274 329.6 1.27 68 cltles/day 336 404.2 P |
1. 00 —— Lman vear — 1,06 168 :t:les/day 1 man year — 1. 00
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PUNCTIONAL AREAS DESCRIPTION OF WORK PRODUCTIVITY RATE

VOLIME

———
h% DNocuruent Procesing
. Cauloging Standards and Estadlish and maintain uniform authority lists of Rate {nv eterminate —_—

Authority Records Originating and Publishing agencies. Maintain security (Supporiing Function)
suthority flle.

Develop uniform rules for descriptive cataloging,
abbrevia*’ ~n standards, carsloging formac, etc,

-3

Cauloging Kanch (Chief) Responsible for adharance to above procedures, ——— -

B Aancuncem.ent

1. Title Anccuncement Bulletin (TAB) Prepare copy for Title Announcement Bulletin, 100 entries/man day ——
a:’anging by Subject Divisions and security classiti-
cations. In addition to the entries required for TAB
this material is used as a control fiie in the prepa-
ration of layouts for card reproduction.

C. Request Services

1. Documeat Requests

8.  Screening of Requests Check incoming requests against Using Agency Roster Entlze Volume 59 tequest/days

w detesmine whether requestor is w0 eligible wer (1. e. (Estimated between
.ontractor to one of the military services, military or other 110-120 requests /dey)
government agency.) The Using Agency Roster i+ based (295 items/day) screening
upon a cestification by an appropriate Dept. of Defense (103 items/day) identification
Agency “f the “need-to-kno'a* of each wer, Determine (295 itema/day) limitations
whether .cems requested are of type norm.ally included in (295 fiems/day) validity
ASTIA's boldings. Make disposition of requests tu proces= (265 ttems/dsy) sorting
sors, bibliographers, by refereal, or return to requestor in (18 ftems/day) check release
cases of ineligibility. Record dispwitior and assign se-
quecce (order) aumbers. Conduct necessary corresporid~
ence. Has compleie authority over handling and initiation
of all requests. Administers all request operations.

. Requast Processing Wentify items not requested by stock (ATI) number. 15 requests /day
Determine availability of requested documents. Initiate
orderz for rencos  lon of documents ir: cases where an
issue copy s oo availadle in stock., Determine qualifi-
catiors of requestor to receive the item requested from
viewpoint of security clesraace, "need-to-know", and
spplicability of any special distribution 1imitations.
Prepare correspondence (o requestor regarding any phase
of requect. Refer requests for documents not contained in
 D6C files for acquisition action. Obuain deccuments from
stock or from reproduction. Prepare completed orders for
packaging.

Pec‘orm cierica) and adminbswative cperations in 1S requests/day RSO
suppott of xder processing.
c.  Bequast Authority Recotds
(1) Using Agency Rostes Eatablish and maintain records of secwity clearances,

“need-to-know" certifications, conuact numbers, authoriaed
addtenes and signatures and other data pertinent to official
communication between ASTIA and sgencies of the Dept. of
Delense and tu contractors with regard to release of clamified
documentary maertal

200 roater changes/day —_——————
50 conmacu rec'dMay
file maintenance




e =
PLAN A" FLAN “B"
AW”Y RATE VOLUM: MAN DAYS GROSS GROSS VOLUME. MAN DAYS GROSS GROss
v KEGANRED MAN DATS | MAN YEARS REQUIRED | MANDAYS | MAN YEARS
tnate ——— PR
pnction)
S e 1 man year —ra— 1.00 B 1 man year ———— 1.00
Tan day — — 97 entries/day 243 292.9 112
4
e 58 request/days 2 man yean e 2.00 59 requests,/day 2 man years
Etween {319 {tems)
ests/day) '
(295 items/day) scrzening 209 251.4 .97
(103 items/dsy) 1dent'fication 18 860.2 .3
(295 items/day) limitations 805 727.9 2.80
(295 ftems/day) validity 453 545.0 2.10
(296 lrerms/day) sorting 901 1,084.0 4,17
(18 ltems/day) check rereas. 281 338.2 1.3
]
Pay ——— 59 requesus/day 982 1,182.6 4.5
day §9 :equests/day 985 1,182.6 4.35
lnanges/day —————— 3 man yeats —_— 3.0 —_— 3 man yean —_— 3.00
: iec'dfaay
tenance




XX
PLAN "B um “c*
GROSS VOLUME. MAN DAYS GROSS GROSS VOLOME MAN DAYS GRCSS ] Quoss
8 | MAN YEARS REQUIRED MAN DAYS MAN YEARS REQUMSD | MANDAYS [ MAN YEARS
1.00 P 1 man year —— 1.00 ) 1 man year s 1.00
L ——— 97 eniries/day 243 282.3 ) 127 enules/day 318 382.6 L4
3
2,00 59 requests/ Jay 2 man years 123 requests/day ASTIA 3 ran yean PR 3.00
(319 items) (858 itenms)
97
3.3
2.80
s.10
4.17
1.3
——— 59 requests/day 983 1.182.8 4.55 123 requests/duy ASTIA 2,017 2,438.¢ 9.33
\
&
r
|
|
!
——— 59 requests/day 983 1,182, 6 4.55 123 requests/day ASTIA 32,017 3,436.8 0.33
!
l 3.00 ————— 3 man years - J.00 ——— e 3 mar yoan ——a .00
|
!
b
i
!
4
Section IV - 3 :
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FUNCTIONAL AREAS

DESCPIPTION OF WORK

PRODUCTIVITY RATF

VOLUMF

Request Services
Disteibution Records

&, Supervisor (Chief, Distri-
bution Recurds)

Document Supply
a,  Filing Duplicate Copies

b.  Pulling Requested Coples

c.  Clasification Check

d.  Accountsbility Record

e.  Surplw Disposal

f.  Catalog and Microcard
Supply

Demand Bibliographies
s. Bidbliography keseatrch

b. Bibliography Compilation

c. Supervisor (Chicl, Librarian)

Maintain permanent record of all distribuilon
actions completed, including rece:pts for classified
documents shippad.

Administration of distributicn *ecords, petform
necessary supervision.

Organize documeats by stock number. Furnish
data on secret dociments 1o be ftled for accountability
records,

Match requisitioned items by .iock number with
filed d s, pull d , check indicated
security classification of doqumems against re quisition
and note any discrepancies.” Furnish data for account-
ability records on Secret itemis being shipped. Initiate
requisition on Photo Reproduction Section for necessary
nunber of copies when requested items are not in stock,

Where security classification as indicated on doc-
ument does not agree with that entered on requisition
form, correct security is determined and document
clanification changed with authority notation.

Accurate inventory maintzincd on number of
copies of Sccret documents (by stock nuniber) con-
tained in docurncnt supply.

Continuing activity on disposal of surplus copics
of older documents for conscrvation of supply space.

File cards inio pigeonholes by stock nurnber,
Pull microcards froni pigeenholes by stock number
for shipmeat in lieu of paper copy when user has
requested the decument in this formn, Fuwish data
to accountability records on Confidentict microcards
pulled for smupment.

Deterriine Subject Headings corresponding to scope of
bibiiography request  Deterniine luniwticns of bibliography
content with respect fo weurity and “aecd -to~know”. Cotnpile
13t of stock numberns cortesponding to tequited dibliography
enutes, Exteasive discussions with project engiftect are
frequently requited 10 develop scope of project,

Sclect cataloy cards comesponding to hibiiopraphy
compilation, Prepare campleted biblioyeaphy for rausnusston
with appropriste (ortespondence,

Review work of dibliography clerks and perfonn nccessary
admunisoation dutics.

300 pleces/man day

350 {tems/man day

125 jtems/man lay

700 postings/man day

350 items/man Jay

tadereninn. e

1.5 biblivgraphics/
Han day

3 Mbliographics/
inan dav

360 preces/day

645 doc. /day

123 doc. /uay

121 enteres/day

523 doc. /day

nderermmate

b b sday

SUILN, day




4 e e e———
]: - PLAKR “A"" PLAN "B"
FIVITY RATE VOLUME MASH DAYS GROSS 3R0SS VOLUME | MAN UAYS GROSS GROSS
REQURED MAN DAYS MAN YEARS REQURED MAN DAYS MAN YEARS
}
ks/man day 260 piecas/day 300 360, 9 1.39 360 pleces/day 300 360, 9 1.89
Is/man day 645 doc /day 461 554.6 2.13 645 doc. /day 461 §54.6 2. 13
i
1s/mnan day $d doc /day 245 294.8 1. 13 123 doc ‘day 245 254.8 1.13
D A 1 man year —_— 1.00 — — 1 man year —_— 1,00
ungs/man Jay 120 vutries day 46 55.3 .21 29 eatries/dav 46 55.3 9
nsman day 52t b day 373 448,17 173 523 doc. /day 3 4481 1,73
Tinngte n IR ! man year _——— 1.00 {ndetenininate I man yea: ————— 090
iaraphies/ N : LER] 62,3 409 5.3 0,8, /day 983 1062, 3 4,08
day
Captiey . . 41 A1 2,05 5.3 0.8, /day 440 8314 2.08
————— .- }anan year —_— 1,00 ——————— 1nan e f —— 1.00
i
1 |




PLAN 'B" [ TLAN "
- GROSS VOLUME MAN DnYS { GROSS GROSS VOLUME MAN DATS GROSS 00}068
¢s | MAN YEARS ’ REQUIRED | MANDAYS | MAN YEARS REQUIRED MANDAYS | MAX YEARS
1.39 360 pleces/day 300 380 9 .39 733 pieces/day 611 736. 1 3.89
[ ——— _— ———— 1 man year ———— 1.00
2.13 845 doc. /day 461 654.6 2. 13 1,028 dec. /day 741 891.§ 3.43
I. i3 123 doc. /day 245 204.8 1.13 218 doc. /day 437 528,71 2.02
J
- 1,00 —— Lman year —— oo Indeceiminate 1 man year ——— 1.00
-2l 129 entries/day 16 55.3 .21 187 entries/day 61 80.6 a1
1.73 523 doc. /day 373 448.7 .13 571 doc. /day 408 490.9 189
L 1.00 {ndetentninate L man year —_— 1,00 indetermiuate 1 maa year — 1.00
!
)
b
i 4,99 5.3 D.B./day 483 1062. 4.09 8.5 D, B, /day 1083 1302, 9 5,01
|
| ;
t {
|
, 208 5.3 0,8, /day " ' 331.8 205 €.5 D.B, /day 4% 852, 1 2.51
|
. 1.00 J— Lan e ; — 1.09 —_—— ! mag year —_—— 1,00
| { l
i I[ l J
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DESCRIPTION OF WORK

PUNCTICNAL AREA PRt UCTIVITY RATE

e LSRRI

C. Request Services

6. Document Acquisitior 37 Acq. Act. /day

Conduct comespondence nece 34y to scquire requasted 15 Acquisition Actioms/
documents not avaflablc within AST1A's boldings. Tecermine man day
sources to be contacted for denand acquisition. Perform typing,

‘clerical and filing operations In support of function,

Esusblish and implemect a program for che acquisition
of documents by ASTIA, including a systematic seudy of
acquisitdon sources in support of 8 continuing erfort to have
{ncluded on ali distribution ists for Depi, of Defense reports,

&, 1File Clerk File copies of rcquisition actons wken and completed. indeterminate ——
File comrespon.ence and maintain necemary records,
D. Libeary
Adminfiration
Impl licies and procedures and provide ——————
Chief Librasian necessary sdministration, ———
Clerk Typist Handle routine clerical functions, and corres- —_——

pondence and maintain necessary r=cocds.

—————

1. Crulog Casd File Miintenance Organize new catalog cards in accordance with
the various catalogs and Inter il: in these catalogs.
Organize and interfile

The existing catalogs are sted below,

Subject Catalcg Average of 3 cards/doc. 300 cards/man day 411 cards/day
Source Catalog 1 card/doc, 300 cards/man day 187 carde/day
Author Catalog Average 2 cards/doc. 300 carde/man day 274 cards/day
M{litary Sponsaring Agency Cat. (Approx. 5&% have Military Spoasors) 1 card/doc. 300 cards/man day 18 cards/day
Contract Catalog (Approx. 55% result frora Coatracts) 1 card/doc. 300 casds/man day 15 cards/day
foreign Country & Sowce Cat. 2 cards/doc. bused on number of foreign doc, cataloged 300 cards/man day 30 cards/day
Division and Section Caialog Derived frum documents cataloged 300 cards/:nan day 239 carde/day
Mastar shelf List File Numerica; series of all documents cataloged 300 cards/man day 204 carde/day

3 ghelf Lisu Files Comptlation of Demand Bibliographies 375 cards/man day 411 cards/day
Prefab Bibliography Subject
Heading Flle Log new docwment numbers oa subject heading cards §00 enmies/man day 411 eaties/day

Supervision and administration over malatenanze of -
card cataiogs.

Supervisaxr (Pile Clerk)

2. Docutnen: Archives
3. Maarter Sheif List Maintenance * 1ake changes on shelf list cards perraining

security classification and dlazr.bution Limitations.

180 changes/man day 1,800 changes/ycar

File permanent single copies of new documents.
Change security claggification and cistribution iimit-
ations a3 necenwary. Change maskiags on documents.
a required. Log in, check and bind docwmnenss prior
w fing.

Ma.ntain “vintage ” Socument collection used for
alitorical reference, patent cases, etc.

b.  Document Collecticn 350 titles/man day S04 ttles/day
40 dtles/raan day

135 utles/mar day

1,800 changes year
204 titles/day

e, Loan Service (Localy sacompih "Charge In~ and ~Charge O~ on doc- 303 loam. ay
wnents losired to requestess. Lowu ate made on dasis

of poot reproductble copy avatiable of to meet emergency
requests (36 per dayl  Documents are alsc palled for
teference 12t the Lbeary and have (o be reflled.  [Averages

§ docume 1 each foe 4t reference queties pet dav. )

10¢ loans/man day

J—




E———— — - — =
FLAN "A" PLaM "B
MAN DAYS CROSS GROSS VOLLTY MAN DAYS GROSS GROSS VOLUME
vainz RBQUIRED MAN DAYs MAX YEARS REQUIRED MAN DATS | MAN YEAR: 1
R AR : ey 2 p AL L
87 Acq, Act. fday 620 45,9 2.87 16 Aca, Act, /day 310 37.0 L3 3% acqo Ace, ‘day
{Ascmad that 1/2 the (Asumed tha. 1/°
requests will be cancell- tota acquisitdou e
ed immedi.tely when »7e local)
requestos is informed that
we don't have items)
1 man year . . (Wit — 1 man yeat ——— 1,00 eatlie Volume
—_—— 1 man year ————— 1 man year l ———— -
———— 1 man year —————eeenms 1 man year ~-—-—-—-———~£
411 cardy/day 343 412.7 189 411 cards/day u3 412.7 1.59 304 zuny/dwv
187 cards/day 114 197.2 .58 187 carde/day 14 187.2 .53 188 c-1ds/day
274 cardh/day 228 274.3 .08 274 cuds/day 228 2M4.3 1,08 336 couds, day
78 cards/day ] 8.8 .29 8 carde/day 83 5.¢ .29 9 cards/ v
8 cards/day 1] 78.8 .26 18 cards/day 63 7.8 .50 B cards/usy
30 card./day 5 0.1 .12 30 cards/day 2 30.1 .32 40 “xds/day
220 cards day 13 229.9 .88 239 carda/day 191 2.8 .85 280 cards/day
204 carts/day 170 204.5 19 204 carca/day 170 204.5 g 242 cids/dav
411 cards/day 274 3329.6 191 504 car? /12y
411 enwries; day 208 M8 6 .96 411 eatries/day 208 48,8 .95 504 enrries/day
A — 1 man yeur —_— 1,00 1man year — 1,00 —
1,800 changes yowr 11,28 13.8 .08 1,800 c1anges/year 11,28 13.5 L35 1,800 charges/ye
204 titles 4y 146 175.8 .68 204 Utles/day 148 1156 .84 2 titlessuay
1800 chair. v 15 541 .1 1,800 chages/year 4 .1 3t 1200 changes/y 4
204 vitter 2oy 0a 4909 1.89 204 ticl=s/day 408 4%0.9 182 243 dtles/day 1
L |
302 loam -4y 183 9083 3.49 302 loars/day 8% 8.3 3.4y V2 loam.'dry 1
)




PLAN "B PLAN "C"
VOLUME MAN DAYS GROSS 5ROES VOLUME MAN DAYS . GROsS GROSS
REGUIRED MAN DAYS MAN YEARS REBQUIRED MAN DAYS MAN YEARS
19 Acq. Act. /day 310 313.0 1.48 12 Acq, Act. /day 210 252,8 91
(Assaniied that 1,2 the (Assumed that 1/3 the
requests will e cance- towal acquisition actions
ed immediately when are local)
requestor {s informed that
we don’x have jtems)
— 1 man yest ——— 100 Entire Volume | maa year — 1,00
e e 1 man year ——— —_— —— 1 man year —_— 1.00
—— et 1 man year —— 1 man year e 1.00
411 cards/day 43 412,17 1.59 504 cards/day 420 505, 2 1.94
187 cards/day 114 181.2 .68 168 cards/dry 140 168.4 .65
274 caxds/day 228 2.3 1.08 336 cards/day 280 336.9 1.30
5 cards/day 65 6.8 .29 9 cards/day 8 9.8 .36
76 cards/day 63 5.8 .29 88 cards/day 78 93,8 a6
30 cards/day 25 30,1 12 40 cards/day a1 89,7 15
229 cards ‘day 191 229.8 .88 280 cards/day 2] 250, 9 1.08
204 cards/day 170 204.5 .19 U2 cards/day 202 243.0 )
504 cazds/day 33¢ 404. 5 1.56
413 entries/day 205 46,6 .36 50¢ entriet/day 252 $08.9 .17
1 man year —_— 1,00 - 1 man yess 1,60
1,800 changes/year 11,25 3.5 .05 1,890 changes/year 11.25 8.5 05
204 titles/dsy i46 175.3 .68 242 diles/day 173 208.1 .80
1,809 changes/p=ar 45 54.1 el 1,800 changes/year 45 54.1 .21
2¢4 tittes/day 408 400.9 1.89 242 ddes/day 484 682.8 2.4
3.49 302 lcams/day 158 08,3 3.49 302 loans/day 56 908.3 3.43
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FUNCTIONAL AREAS

DESCRIPTION Of WORK

PRODUCTIVITY RATE

VOLUME

Library
Document Archives
d.  British Accessions
Supervision (Chief, Librarian)

Reference Services

Supervisor (Chief, Librarian)

Editorial and Copy Preparation
Edftorial

Supervisor (Chief, Editor)

a,  Abstra-ting
(1) ":uments Cataloged by
. TIA

(2) Pertodics: Articles

b, ¥DD Editing

S Manual and Brochure Editing
d.  Translaton Accesslon List
Typing

a, TAB Control Cerds

b, TAB Repro Copy

c.  TAB Order Porms

a

. Catalog Card (Form 18)

1) With absracts
(2)  Without absmacts
(3)  AT! Card Involces

Prepare manuscrip’ opy for Accessions List ¢f
British documnents,

Responsible for supervision and admin{stration of
all Arciives Activities,

Provide library reference service and asistance
for military project officcrs and contractors'repre -
sentatives visiting DSC. Check security clearance
and "need-to-know" of patrons, Select cards from
the catalog files for review by pawrons, Obtaln docn -
merts from archives fer "on the spot” reference,

Provide similar reference Service by Telephone
and letter upon demand,

Accomplish necessary sunervision and administra-
tion of these patron services,

Prepare manuscript and edit for reproduction 211
material that falls within the scope of the ASTIA misson,

Responsible for supervision and administration of
the editorial functions,

Prepare copy from author abstracts and/of symmary
as it appears {n the dc Reduce length of abstract
w conform with established standards and Hmitat{ons,

Edit prepriuted abstracts of articles provided by
publishers of commercial periodizals for publicatior
in TDD,

Develop and write copy fur TDD.

Prepare copy for reproduction from manuscript,

Edit entrles for Transtation Accession List,

Type copy from manuscript for reproduction,

Type control cards showing aescriptive catalogirg,
identdficadon, and informatdon as to limitatjons for

Listing in TAB,

Tvpe con:plled entries on maiter reproduction form
ugag electric typewriter,

Type entries to match the itles appearing in TAB
on & master reproduction form using electric typewr;ters
ar above,

Type copy supplied on work sheet on master repro-

ductble form (Form 16) unng IBM elccromadc typé-
wrirer.

Type multihth wats o ATI Card fnvolces.

100 entries/man day
(Same as TAB

]

3 man he ars/patron

18 queries/man day

25 abs, /man day

40 abs, /man day

Indeterminate

2 pages/man howr

30 npages/msn day

50 cards/mar day

7.5 pages/man day

2§ vorms/man day

20 forms/mian day
35 formi/man day
25 involces/man day

2,810 enutes/year

548 patrors/year

46 queries/day

58 abs. /day

2, 917 abs, fyear

2 pages/day

812 pages/yeas

58 fornw/day
79 forma/day
1, 203 involces/year




PLAN "B"

PLAN "A"
Y RATE MAN DAYS i GrSS GROSS
. MAN DAYS GROSS GROSS VOLUME ) VoL
VoLuME RECUIRED | MAN DAYS | MAN YEARS REQUIREL" UAN DAYS | MAN YEARS
- e A I 9
n day 2,820 eatries/year 29 26. % J10 . - — — -
1 man year 1,00 1 man year 1,09
tron 548 parrons/year 203 244,2 %2 $48 patrons/year 203 244,2 .94 548 pnroml
day 48 qucries/day 118 863.8 1,32 46 queries/day 718 863, R 3,32 48 queries§
—_ 1 man year —_— 1.00 — 1 man year — L.00 —
U
- 1 man year —_— 1,00 1 man year —_— L00
ay 88 abs. /day 580 891.8 2,68 58 abs. /day 580 697.8 2,68 —_
ay 2, 917 abs, lyear 8 81.8 .34 S 8
— —— —— 2,00 ——mn —_— —_— —
hour 2 pajes/day 32 38.5 .8 2 pages/day 3z 38,5 .18 Estimate 3
day 812 pages/vear 27 32,5 .18 —- _ P — 812 p-ger{
i B 168 cards
a3y ———— o o . 187 cards/cay 685 £24,1 3,17
- — —— PN, 1,80 38 pages
2 day L 28 pages/day 388 468.8 @ days
(2 days week)
an day — l —_ — —_— 117 pages/day 49 £9.0 .02 1.5 pages)
\ (2 days week) (2 days
{
day 58 fucrs /oy 125 §72.2 1,36 58 "“"5“7 15 §12,2 3.35 —
day 79 foreniday 584 878.5 2. €1 ’;: ::m: dl/y 564 §18.5 .61 eorm
an day LW fovaces/year e ene |0 L 903 lnvolces/year 16 oL4 N %3




o
————
PLAN "B" -PLAN "C"
s GROSS VOLUME MAN DAYS GROSS GROSS VOLUME MAN DAYS GROSS ‘ GROSS
POAYS MAN YEARS REQUIRED MAN DAYS MAN YEARS REQUIRED MAN DAYS MAN YEARS
e
.10 — — —_—
1,00 1 man year 1.00 1 man year L 00
-94 548 panons/year 203 244.2 .94 548 patrons/year 203 244.2 94
3% 46 queries/day 118 863, 8 3,32 48 queries/day 118 £93,8 3,32
- 100 1 man year Ba— 100 1 man year _— 1.00
— 1,00 —_——— 1 man year —_— Loo —_— 1 man year 1,00
P’ 2.88 58 abs, /day 580 697.8 2,68 —— e — — —
.34 ——— —_— — ———
— 2.00 e —_— —_— 2,00
d 38,5 .
.16 2 pages/day 32 38,5 .15 Estimate 2 pages/day 32 15
.18 _ — —_— 812 pages/year 27 32.5 .13
d. 840 1010.8 . 89
= —_— 137 cards/day 685 824, 1 3. 168 cards/day 3
, : 439 809,3 2.81
| 28 pages/day 388 466.8 .80 36 pages/day (3, 744 pg. /ym) 3
(2 days week)
(2 days week)
_ 1.7 pages/day 49 59,0 02 1.5 pages/day (156 pg. /yr) 83 5.5 .29
— h 9 s .
{« days week) (2 days week)
b 3,36 58 forms/day 125 12,2 3,35 S, —_— _— _
79 forms/day 5 [ 2,61 T — T o
b 3.61 564 678, e —
?- 38 1, 803 invotces/year 76 L4 L35 2, 333 invoices/year 93 1L 243
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PUNCTIONAL AREAS

DESCRIPTION OF WCORK

——

. PRODUCTIVITY RATE

Title Apnouncemcit Bulletin

(1) TAB Otder Forms

Accomplish photographic negative of alt maste: repro
required for offset printing.

Photocopy master t#pro prive 1o preparing plate for
printing.

Same a3 above,

VOLUME
E, Editorial and Copy Prepatation
2, Typing )
¢,  Prefab, Bibliogra;hy Cards Type copy supplied on master card on reproduction 50 forms/man day 15, 300 cands/year
form using IBM electromadc typewriter,
f,  Microcad Type de.cripdve cataloging and distribution limita- 5 mats/man day
dons on muld. ith mats, r
g TDD Copy Type r.anuscript pages, 12 manuseript pages/man day 185 mznuscript pg,/
b.  Reclasdfication Bulletin Typr. repro copy from manuscript. 8 pages/man day § pages/mvonth
§,  British #ccesdon List Same as Reclassification Bulletin, 8 pages/man day 8 pages/weck
. Manual and Brochure Typing Same as above, 8 pages/man day 2 pages/week
k. Transladon Accession Lix Same as above, 8 pages/man day 812 pages/year
3, Proofreading Proofread all typed cofy prior to approval, 40 pages/man day 8, 569 pages/year
Supesviscr (Chief, Editor) Responslble for accuracy of typing and copy trans-
miteed for reproduction, Responsible for necessary
supervision and administradon,
4. Ilurzatfon and Layout Responsible for necessary format and layout, Insest
captions ad prepare illusadons,
a.  TAB Make-up Insert hevlings in typed repro copy 30 pages/man day S
b.  Catalog Card layout Drymount the layout six forms face up,
This requires exwra layout for the reverse side,
(1) With Absracts 20 layouts/man day 18, 3 layouts/day
(2) Without Abstracts 20 layouts/man day 13,2 layouts/day
¢,  Layout Recoed Ma'ntenance of zecord by layout number for control Indetesminate
and recovery for reprint,
4, Prefab BibHography Card Layout Dr'mount the layout dx forms face up, 00 layouts/man day 2, 500 layouts/year
e,  TDD Layout & Iilustration Prepares format, layout and make=np, 10 pages/man day ilux, 80 pages preparation
30 pages/man day leyout
30 pages/man day make-~up,
f, Manuals and Srochures Prepares format, layout and make-up, 10 pages/man day {llust, 1, 000 pages/yc.x
30 pages/man day layout
20 pages/man day miake-up,
8.  Translatdon Accession List Same as sbove except no illustration required, Same as above, 812 pages/year
F. Reproduction Maintain and operate ipecialized facilities to
accomplish the reproduction of d by microfiim
and other photocopy processes.
1. Photocopy

80 layouts/man day




TE

o0 day

"PLAN A" PLAN "B"
mAN DAYS GROSS GRMSS VOLUME MAN DAYS GROSS _ GROSS
VOLUME REQUIRED ~ | MAN DAYS | MAN YEARS REQUIRED MAN DAYS | MAN YEARS
e #%—_—';— _—

18, 000 cards/year 800 962,65 3.7 15,000 card:/year 800 962.5 3,70

- — —_— — 48 mats/day 343 — —_—

135 manuseript pg, /mo, 158 190,1 .13 —_— — —_—

6 pages/month 8 9.8 .04 § pages/month 8 9.6 .04

8 pages/week 52 62,8 U ——r o ST, — —_—

2 pages/week 63 15,8 .29 2 pages/week 63 15,8 .29

812 pages/year 101 12.,5 A1 —_— —— ———

8, 569 pages/year 214 257,58 .99 13, 771 pages/year 4 413,9 L59

L man year — Lo00 1 man year —_— Loo

— 3,034 pages/yenr 101 1215 47

19,3 layouts/day U3 292,38 L2 19,3 layouts/day 3 292,38 L12

13,2 ayouts/day 185 198.5 .16 18,2 layouts/day 165 1085 .78

%, 500 Layouts/year ) 50.5 .19 2, 500 layouts/year @ 50,5 .19
80 pages preparation/mo, 72 86.6 .33 m— - -
—_— 2% 28,9 1 —_— _— —

o % 28,9 a1 —— —_— —

1, 000 pages/year 101 12L 5 A1 1, 000 pages/year 101 1216 AT

34 40,9 .16 u 40.9 .18

—_— 34 40,9 .16 H ©.9 .18

815 pages/year 28 33,7 .13 — -_ —_— —_—
———— 28 33,7 .13 —_— —_— —_— —_—

2. 91T layours/year kYl “.5 17

———— 122 layouns/year 16 1.8 a1




PLAN "B"

PLAN "C~
GRMSS VOLUME MAN DAYS GROSS _ GROSS VOLUME MAN DAYS GROSS GRD:S
MAN YEARS REQUIRED MAN DAYS | MAN YEARS REQUIRED MAN DAYS MAN YEAR>
—_— —f——
3.7 15,000 cards/yest 800 962, 5 3,170 15, 000 cands/year 800 962, 5 3,70
—— 48 mats/day 343 — — 62 mats/days 443 533,0 2.05
.13 ——— ——— —— -
. n § pages/month 8 9.8 .04 o pages/nonth ] 9.6 04
. i: 2 pages/week (] 75,8 .28 2 pages/week 63 5.8 .29
-0 13, 771 pages/year 344 413.9 159 12, 413 pages/year 310 373.0 L43
Loo 1 man year _— Lo0 1 man year| ——— 1,00
3,024 pages/year 101 1215 41 3, 900 pages/year 130 156.4 .60
L2 19,3 layous/day 24 292.3 L1z 25-1/3 Layouts/day m 3814 L4
.16 13, 2 layouts/day 165 198, 5 .16 15-1/3 layouts/day 192 23L0 .89
.19 2, 500 Isyouts/yesr 42 50,5 .19 2,500 layouts/year 42 50.5 .19
.38 — — —_— — — —_—
.1 —_— — — — —_— —
.1 _— b - —_ D —
AT 1, %00 pages/yeat 101 12L§ 4T 1,000 pages/year 101 2.5 A7
.18 — 34 40,9 .18 34 “.9 .16
.16 —— e M 40,9 .18 —————— 34 .9 .18
.13 —— ————— — — ——
.13 S — —_— —_— O
—— 2. 912 layouts /year N . 17 5,744 layouts /year 4 58.5 .
— 122 layouts/year 1.8 1.8 IO 156 layouts/yoar 2 .4 .01
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FUNCTIONAL AREAS

DESCRIPTION OF WORK

PRODUCTIVITY RATE

file a master ozaparchment vt phatographic negative
of the document requested and the liimiied numbes of
coples requited dees not warrant offset reproduction,

VOLUME
E Reproducsion
1. Photocopy
b.  Catalog Cards Photezopy 6 ca:d master layout forms with reduction 80 layouts/nian day —
w0 provide 3 In. ¥ 5 in. catalog cards after cutting.
(1) With Abstracts An extra layout is required for each 8 up card set, " 4,832 layouts/year §
(2) Without Abstracts Single side photocopy. - 3,291 laycuts/year
c.  Prefab Bibliography Cards Photocopy 8 card master layout forms. Same as for “ 2,300 layouts/year
catalog cards,
d.  Reclassification Bullexin Photocopy repro master. - 75 layouts/year
e.  Manuals, Brochures, Etc. Photocopy repro master in either same size or reduced 1,000 layouts/year
according to indicated size.
f. Translation Accession List Photocnpy repro mastet with 1/3 reduction to 8-1/2 " 812 layouts/year
in, 11 in. for printed copy.
2. Plate Making Transfer impression from photogt/ phic negative to 20 plates/man day
plate. In process negative is opaqued and masked, ard
image is burned onto plate for offset reproouction.
a.  Title Aanouncement Bulletin Prepare plates as above., "
‘1) TAB Order Forms Prepate plates a3 above. "
b.  Caralog Cards
(1) With Abstracts Prepate plates for both frc 2t and back side of la-cut, 4,832 plates/year
(2) Without Abszacts Prepare plates lor {iont side only, - 3,291 plates/year
¢.  Prefab Bibliography Cards Prepare plates. n 2,500 plates/year
d.  Reclasification Bulletin Prepare plutes. 75 plates/yzar
e.  Manuals, Brochures, Etc. Prepare plates. 1,000 plates/year
f.  Translation Accession List Preparz plates. 812 plates/year
a. Photoduplicating This process of rertoduction is used fur economy, —_— e ————
1 tine reproduction, and special outsize page forms,
It 1s used in mak:iag reproduction of fioor plans, photo-
copy negatives, vandykes, and other odd forms of
master repru copy.
2. Pixuosiat This process is used for teproduction where only 150 sheets/man day 119,005 sheers/year
one copy s requited or where matcrial exceeds normal
page uzc of material is in some form of master r¢pro
copy whic!: cannot he microfilmed with -larity,
b, Ozalid This form of reproduction 13 used when there is on 1500 sheets./man day 1764 sheets/year




PLAN "A" PLAN "B"
ATE -
VOLUME: MAN DAYS GROSS GROSS VOLUME MAN DAYS GROSS GRGS» Voﬂ
REQURED MAN DAYS MAN YEAlS REQUIRED MAN DAYS MAN YEARS

N
ay — — —_— — PR, P
4,832 layouts/year 61 13.4 .28 4,832 layouts/year 61 13.4 .28 6,332 lay
3,291 layouts/year 41 49.3 .19 3,251 layouts/year 41 49.3 .19 3,834 lay
2,500 layouts/year k¥ 38.5 .15 2,500 layouu/year 3R 38.5 15 2,500 laye
75 layouts/year 1 .2 .01 75 layout/year 1 1.2 .c1 5 lay
1,000 layouts/year 12.5 15.0 .05 1,000 layouts/year 12.5 15.0 .05 1,090 lay
812 layouts/year 10 12.0 5] ————n i — — —_— ——
ay —_— —_— —— ——— —_— —_— ——— JU—
_ T —_— 2,912 plates/year 146 115.6 .68 3,744 pla
_ —_— ——— —_— 122 plates/year 6 7.2 .03 156 plal
4,832 plates/year 242 291.1 1.12 4,832 plates/year 242 291.1 1.12 6,332 plal
3,231 plates/year 165 198. 5 .18 3,261 plates/ear 185 193.5 .76 3,834 pla
2,500 plates/year 125 150. 4 .58 2,500 plates/year 125 150.4 58 2,500 plal
7 5 plates/year 4 4.8 ] 5 plates/ycar 4 4.8 .02 75 plal
3,000 plates/year 50 80.2 .23 1,000 plates/year S0 60.2 .23 1,600 plaf

12 plates/year 41 49.3 19

day 10, it e 147 176, 9 68 110,005 sheen/year 147 116.9 .68 475,000 sh
) aan oD
VAN YT, etcvear 119 143.2 55 178, 64C theen vear 119 143.2 58 AT ULES




PLAN "B FLAN °C"-
GROSS VOLUMF MAN DAYS GROSS GRGSS VOLUME MAM DAYs GROSS GROSS
3 MAN YEARS REQUIRLD MAN DAYS *1AN TEARS REQUIRED TTAN DAYS MAN YEARS
- 4
.28 4,832 layoun/year 61 3.4 .28 8,332 layouns/year 19 85.0 a7
.18 3,291 layouts/year 41 49.3 .18 3,834 layouts/year 48 57.1 .23
) 2,500 layo:ts/year 3 38.5 .15 2,500 layouts/year 32 38.5 18
.01 75 layouts/year 1 1.2 .0t 5 layouts/year 1 1.2 .01
U8 1,000 layouts/year 12.5 15.0 .08 1,090 layouis/year 12.8 15.0 .05
{ .06 e —_— — PR —_— S —_— ~———
\
|
: R 2,912 plates/ycar 146 175.6 .68 3,744 plates/year 187 225.0 .87
]
—_— 192 plates/year [ 1.2 .03 158 plates/yeat 8 9.6 .04
‘ 112 4,832 plates /vear 242 291.1 1.12 6,332 platas, year 3T 814 1.47
.16 3,291 plates/year 165 198.5 .16 2,834 plates/year 192 231.0 .89
.58 2,500 plates/year 128 150.4 .58 2,500 plates/year 12§ 150.4 .5
.02 5 plates/year 4 4.8 .02 75 plates/year 4 4.8
]
.23 1,000 plates/year s¢ 60.2 .23 1,000 plates/year 56 60.2 .23
.18 —_— —_— —_— —_—
.68 110,005 sheets/year 147 176.92 .64 175,000 sheew/vear 233 280,33 1.08
s 178, 640 theets /year 1t9 143.2 .55 295, 000 sheen/yeur 187 225.0 et
Section IV - §
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FUNCTIONAL AREA

DESCRIPTION OF WisK

PRCOUCTIVITY RATE

VOLUME

F. Reproduction
4. Offset Duplicating

2. Tite Announcement Bulledn
(1) TAB Onder Form

b, Catalog Cards
(1) With Abstracts

(2) Without Abstracts
(3) A.1Card lnvoices

c. Prefab Ribliography Cards

d. Reclanification Bulletin
e. Manuals, Brochures, etc,
f.  Transladon Accesslon List

8. Microcards

5. Bindery (Collating)
a. Titde Announcement Bulletin
{1) TAB Orcer Form

b, Cauwlog Cards
(1) With Abstracw
(2) Without Adszacn

c. Mefabd sibliography
. Reclamificauon ulletin
€. Maouals and Brochures, erc,

8, Binde:y ( Cutting)
4, Conrlg Cards
(1) With Asgaca
{2) Without Absmace

b, P:efad Bbliogrephy
r. Maguali, Brochmras, eie,
4. Faw Swck

(1) Index Krisw!

€. Miciocards
L 1) Augaph(82.32%)

(D) Oralid (11,07
(C) Phowewat (7.31%)

This mediuni of reproduction is used as the most
ical method for reproducing doc , cards,
forms, etc.,in quantities of 50 or more,

The plates are inzed and run on offset paper,
both sides,
Same as above,

Plates are inked and run on Bristol card stock

that hat brencur to 10 in. x 9 in, 10 that 6 cards

will appear on each sheet, The sheets are reversed
and rerun with the hackup plare so that both sides of
the card sets . ¢ imptinted.

Plater a. inked and run on Bristol card stock

6 up, one side only.

Plates are inked and run on offset paper, one side,

Plates are inked and run on Bristo! card stock 6
up, one side oniy,

Plates are inked znd run on offset paper, both sides.
Plates are inked and rur. on offset papesr, both sides.
Print cataloging informaton on back of microcard.

Machine must be hand-fed,

Collate Thile Anncuccement Buller'n 1, 700 sen.
Collate TAB Order Form 1, 700 manually,

Coliate 20 sets,
Collawe 20 seus,

“ollawe 100 sen,
Collate 1,000 sew,

$00. 000 (25-1/2 » 30-1/2)
JCut and Stack microcards (Doudle Cut)
Averags 30 pages/doc. (cut pages)

Average 30 pages/doc. {cut pager)
Avarage 3C pages/doc. (cut pages)

Plates are inked and tun on offset paper, both sides,

48 setups/man day
48 sctups/man day

13 setups/man day

48 setups/man day

48 sctups/man day

18 setupt/man day
48 setups/man day
48 setupt/man day

48 setups/man day

15,000/man day

" 1,700/man day

* 2,450/mun day

3. 400/man day
2,400/man day

1%, 000/msn day
15, 000/maz day

40 cun/mag day
340 cun/man day

240 cun/msa day
240 cuts/men day

180 cuts/maa day

—

. 440 csca/maa day

100 doc, /man day
109 doc. /man say
160 doc, /man day

2416 press runs/year
320 coples/year tun
6 cards each

3291 press runs/yeas
120 copies/tun
6 cards each

1903 ptess runs/year

2500 press runs/yeaz
109 copies/run
6 cards each

75 press runs/year

1000 press runs/yea

812 pess runs/year

2,418 x 20/yeas
3,291 x 30/year

2. 500 x 100/vear
% x1,000/yeat
500 x 1, 500 /yesr

2,418 1 8/year
3,381 x 8/year

3.500 x 8/year
50 x 20/year

m

__wN_O‘ 8heu

137 dox, /day
30 doc, /¢
13 doc. /da,




— . —
. PLAN “A" PLAM 8" H
N
VOLUME MAN DAYS GROSS GROSS VOLUME MAN DAYS GROSS GROSS
’ REQUIRCL MAN DAYS MAN YEARS REQUIRED MAN YEARS MAN YEAKS
.l ‘
e e —_— ————— 1
+ 4
|
i
[ 2912 preus runs/year ! €1 7.4 .28 |
122 pres runs/year 2.5 3.0 .01 |
? 1
1/man day 2416 prews run:/ycat 154 181.7 .10 213 press runs/year 151 1817 .19
320 copies/year tun (TAE ..flects quantity or'y) Eat
6 cards each 175 copies/run |
6 cards each 1
!
./ man day 3281 prews rans/year 63 2.0 /] 3291 press runs/ycar 89 8.0 -3
, 120 copies/:un 175 coples/run 1t
. 8 cards cach € caids each
- 1903 press runs/year 10 4.1 .19 1303 press tume/year 40 48,1 19
l
1/man day 2500 press runs/year 52 €2.6 .24 2500 press runs /year 52 62.8 .24
100 copies/iun 190 copies/run
8 cards cach 8 cars esch
s/man dry 78 peess cuns/year 1.6 L9 .01 78 press runs/year 1.6 1.3 .01
1/man day 1000 press runs/year 20.8 25.0 .10 1000 press cuns/year 20,8 25,0 .10 F
/man day 812 press runs/year 17 20,5 .08 ‘1
/man day 48 press runs/day 250 00,5 1.16 1
‘
day —— —_— —— — 1,000 x 38/week 9 116,7 .45 1.
day |
day 8,418 x 20/yen %. 1 Loy 50 2,418 x W/year 20 2.1 .09 2
day 3,301 x 20/yens 33.0 .1 2i.4 3,291 x 20/year 27,4 33,0 13 s,
‘d“Y i.“;:x .’Ggléf" 125.1 . 104 2,500 = 100/year 104 5.1 Y] 2,
y X 1000 yrar 8.0 .02 s s 6.0 02
o 75 x 1,000/ycar
day 800 x 1. 500, year 60.2 . 30 500 x 1,500/yea 50 80.2 2w
nan day 2.4i6 x 8/year 91.4 .37 81 2,416 x 8/year 11 97.4 W31 3,‘
nan day 3.2 x8/yenr 132.3 .61 110 3.791 x 8/year 1.0 132,10 .81 3
nan day 3,800 x §/year 101.1 .39 4 2,300 x 8/yea: 84 101,12 3 2,
rar day §0 % 20 rear 5.1 .02 4.3 50 x 20/year .2 5.1 0% |
da nan!
nan day ”1;.00”,‘“{ 106.9 41 as ”;Q:M' siyem L1 1056 4 Q0.
'man da
a - — S 1. 400/day aw s01,1 1.93 1
maa ds O |
o ‘f_f::-l“' 8.1 161 M8 132 doc. day 348 At 1.61 ‘
v v /aay 1.4 M 31 . 2
mae ¢ : 20 doc. /4y St 61.4 R |
nar day 13 dov. 2y 215 14 Y ’ . )
) * 13 doc. /dax H 37 Ry

e amame L aa




PLAN "B e
GROSS VOLUME MAN DAYS GROSS GROSS VOLUME MAN DAYS GROSS GROSS
MAN YEARS REQUIRED MAN YEARS MAN YEARS REQUIRED MAN DAYS MAN YEARS
—_— 2912 press runs/year 61 73,4 .28 3744 press tuns/ycar 8 33.8 -3
——— 122 press runs/year 2,5 3.0 .01 156 press runs/year 3.5 4.2 .62
.70 2416 press runs/year 151 1817 70 3163 / 139 239, 4 32
. . 5 press runs/year g .
(TAB Affects quantity only) Est, 250 copies/run
175 coples/run 6 cards each
6 cards each cards eac
) 3291 press runs/year 89 83,0 .32 3834 press runs/year 80 9.2 -3
178 coples/tun Est. 250 copies/iun
. 8 cards each 6 cards each ;
19 903 press runs/year 40 48.1 19 ~*_J press *uns/yes: 9 39,0 .23
.24 2500 press runs/year 52 62.8 .2 2500 press rur s, vear 52 62.6 <24
100 coples/run 100 copies/tun
6 cards each 6 cards each
.6l 5 press tuns/year 1.6 1.9 .01 75 press runs/year L8 1.9 201
.10 1000 press run/year 20,8 26.0 .10 1900 press runs/year 20,8 25,0 10
.08 —— P —_— — — wemremm
—_— 48 press runs/day 250 300,38 1€ 5% press runs/day 323 Jgd, ¢ 149
—— 1,000 x 28/week 87 116.7 48 1,790 x 36 /week 212/year 255.0 .98
20 2.418 x 20/year ¢ 24,1 .09 3,166 x 20/year 26/year 3.3 .12
2%.4 3,221 x 20/year 27.4 33.0 W18 3,834 x 20/year 22/year 98.5 .16
14 2,500 x 100/year 104 125.1 48 2,506 x 100/year 104 125.1 .48
s 15 x 1, 000/vear 5 6.0 02 75 x 1, 700/yeat 3.5 10.2 .04
50 500 x 1, 500/year 50 80.2 23 500 x 1,500/year 50 60.2 03
n 2,418 x 8/year a1 97.4 37 3,166 x B/year 108 121.5 .49
il 3,291 x 8/yesr 110 132,38 L1 3,834 x 8/ycar 128 154.9 .39
8 2,800 x 8/yeat 8 101.] W3 2,500 x 8/year 84 101.1 39
4.2 5 x 30/year 4.2 5.1 .02 50 x 20/yesr 4.2 5.1 .02
88 307.000‘ 8/yemt a8 105.9 .41 _5_(10 0()0\“3/\"r 111 133.5 .52
300 200
—— 2. 400/day 417 5¢..7 1,93 3.100/day 528 841.3 2,49
3’;1: 139 doc., /day M8 418.7 181 249 doc. /day 51 doc. /day 550 - 128 68,1 LR
" 20 doc. /day 51 61.4 A 372 doc. /day 80 [ %] R
19 doc. /day N 31.3 14 20 doc. /day 50 60.2 B
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FUNCTIONAL AREAS

DESCPRIPTION OF WORK

PRODUCTIVITY RATE

b. Requested Documents
8. Bindery (Danding)

a, Banding Cards
b, Banding Microcards

9.  Bindsry (Stitching)

8.  Requested Documens

b.  ASTIA D-tumients

TAB Cnder Form

10.  Stock Handling

11.  Control

a, Repro Control

12, Microfilming
a.  Couarrol
b.  Prepare

c. Microfilm Document

é.  Splicing
Supervisos
Comexs Maintenance

18, Film Processing

(1, Manuals, Brochures, Etc.
() Tide Announcement Bulletin

(3) Reclassiflcation Bulletin

b.  Maintenance of Repro Files

Estimate 10% of these are drilled,

All cards are bande. in sets of approx, 120,
Microcards are banded in sets of 50 each,

Joggle and staple

Unload paper and inder, Bristol from trucks, move
into stock (in basement) rcarrange stock (all sensitized
materials and chemicals have to be wsed in order of
receipt), shifting of material from cne operation to
another.

Initiate work orders.
Maintain s:atistics and records on reproduction.

Rec. assification, restoration, withdrawals and
return of repros (including records)

Logging 1n aad cut and follow=-up on reproduction
of dacumens for TID.

Prepare for microfilm and reassemble

Microfilm documents average 35 pages/doc. (includes
5 target shows)

Document & Fiim screening (splicing in correcticas)

Maintain all photo equipment

Develops mucrofilm
Pronfteading deveioped filn
(Listing errors against document)
Develop copy camera filin

20/man hour

480 pkg. /man day
480 pkg, /man day

600/man day

1,000/man ¢y
1,400/mac day

1,400/man dzy

Indeterminate

75 work orders/man day
75 work orders/man day

2 doc. /man day (reclass)
0,25 Joc. /man day (restor)
100/mar day (withdrawals &
teturn)

180 doc. /man day

150 doc, /man day

. 35 doc, /man day

80 doc. /man day

Indeterminate

10 reels/mwan day
10 reels/man day

(5 recls/man day,fon 16mm)
80 negatives/man day

VOLUME
F. Reproduction
7. Bindery (Drilling) : _
a. Cutalog Cards 18 seus (42, 000) 400, 000/man day 548, 000/year

17/day

49,250 pkg, /year

155 doc. /day

19,500 doc. /year

15,009 doc. /year

Indeterminate

66 work ordess/day
66 work orders/uay

300 repio/year
50 doc. /year
38 doc. /year

34,250 doc. /year

34,250 doe. /year

34,250 dac, /year

34,250 doc. /year

Indeterminate

2,039 rzels/year
2,089 reels/year

12,510 negy/year




PLAN "A" PLAN "B"
PRODUC FIVITY RATE oLoME T AN paYs GROSS GROSS VOLUME MAN DAYS GROSS Ng
REQUIRED MAN DAYS MAN YEARS REQUJIRED MAN DAYS MAN
— 3
400, 000/man day 548, 000/year 4 1.7 .01 548, 000/year L4 11 .0
20/man hour 17/day 27 32,6 .18 17/day n 32,5 .1
480 pkg. /man day 49,250 pkg. /year 103 1238.9 .48 49,250 pkg. /year 103 123,9 .4
480 pkg. /man day — 12, 800 pkg, /year 2 30,1 1‘
600/man day 155 doc. /day 85 78.2 .30 166 doc. /day 65 78.2
1,000/man day 10,500 doc. /year 1 1.2 .05 10,500 doc. /ycar 1 13.2
1,400/man day ——— —— N —_— 118, 600 doc. /year 85 102.3
1,400/man day 15,900 doc. /year 11 3.2 .08 15,000 doc, /yeat 1 13.2
Indeterminate Indeterminate 1 man year 1.00 Indeterniinate 1 man year _— 14
75 work orders/mar. day 66 work orders/day 220 264.7 1.02 86 work orders/day 220 264,17 1
75 work orders/mn day 66 work orders/day 220 264. 1 1.02 86 work orders/day 220 264.7 1
2 doc. /1 an day (reclass) 300 repro/year 150 180.5 .83 360 repta/year 150 180.5
.26 doc, /man day (restor) 50 doc., /year 200 240.6 .93 50 doc. /year 200 240.6
100/man day {withdcawals & 33 doc. /year 83 99.9 .88 33 doc. fyear 83 99.9
return}
180 doc. /man day 34,200 doz. /year 191 299.8 28 34,25n doc. /year 19 229.8
150 doc. /man day 34,256 doc. /year 228 274.3 1.08 34,250 doc, /year 228 274.3
35 doc, /man day 34,250 doc. /year 979 1.171.8 4.53 34,250 doc, /year 919 1,177.8 1
90 doc. /man day 34,254 doc. /year 381 458.4 1,78 34,250 doc, /year 381 458.4
———— 1 man year — 1.u0 e 1 man yzar —_—
Indé=tecminate Indetornnnate 1 man year . 1.00 Indetesminate i man year —
10 reels/nian day 2,930 reels/yecar 204 245.4 . 2,039 rcels/yeas 204 245. 4 [
1G reels/man day 2,130 reels/year 204 245. 4 k| 2,539 reels/year 204 5.4
(5 recls/man day, ifon 16mm) [ RN —— e —_— —— B
HO negatives/man day 12,500 negs/year 106 87,7 mn 12,510 negs/year 156 187.°%




Y
4
PLAN "B" PLAN *C*
GROSS VOLUME MAN DAYS GROSS GROSS VOLUME MAN DAYS GRO3S GROSS
MAN YEARS RFQUIRED MAN DAYS | MAN YEARS REQURED MAN DAYS | MAN YEARS N
.01 548, 000/year 1.4 1.7 .01 6172,000/year L1 2.0 .01
13 11/day 27 32,5 .13 32/day 50 €0.2 3
‘
.48 49,250 pkg. /year 103 123.9 .48 57,100 pkg. /ycar 19 143.2 .56
—_— 12,000 pkg, /year 25 30.1 .12 15, 500 pkg. /year 32,3 38.9 .16
.30 165 doc. /day 65 8.2 .30 291 doc. /day 121 145.6 .56 .
.05 10,500 doc. /vear 11 13.2 .05 10,500 doc. /year 1 13.3 .05
—_— 119, 600 doc, /year 85 102.3 .39 195,000 doc. /year 139 167.0 .84
.05 15,000 doc. /year n 13.2 .05 15,000 doc. /year 11 13.2 “ .05
1.00 Indeterminate 1 man year —— 1.00 Indeterminate 1 man year —_— 1.00
2
1.02 66 work orders/day 290 264.7 102 78 work orders/day 260 312.8 1.20
1,02 66 work orders/day 220 264.7 1,12 ¢ work arders/day 260 812.8 1.0
.69 300 repro/year 150 180.5 .69 300 repro/year 150 180.5 .69
.93 50 doc. /year 200 240.6 .93 50 doc. /year 200 2i0.6 .98
.38 33 doc. /year 83 99.9 .98 52 doc. /year 130 156.4 .80
.88 34,250 doc. /year 191 229.8 .88 42,000 doc. /year 234 281.5 1.08
1.05 34,250 doc. /year 228 274.3 1.06 42,000 doc. /year 280 33¢.9 1.30
4.53 34,250 doc. /yer 979 1,171.8 4.53 42,000 doc. /year 1,200 1,443.7 5.85
1.76 34,250 doc. /year 381 458. 4 1.76 42,000 doc. /year 467 561.8 2.18
- 1.00 1 man yea: — 1,00 - 1 man year —— 1.00
- 1.00 Indeterminate ! man year —_— 1.00 Indeterrainate 1 man year —_— 1.0¢
9% 2,039 reels/yea. 204 245.4 .94 2,471 reels/yenr “u1 297.2 Lle )
.94 2,039 recls/yea: 204 245.4 .94 2,471 reels/year U7 291.2 1. 14
= — ———— 1,236 reels/year c— —_— —_—
T2 12,510 negs/year 156 187.1 .72 17,641 negs/year 231 265.9 1.0
J
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FUNCTICMAL AREAS DESCRIPTION OF WORK PRODUCTIVITY RATE
VOLUME
cmecd
Reproduction
i4. Microfilm Archives
Make Osaphane Copies Oue master for vault 30 reels/maa day 8117 recls/year
One reproducible master
One working copy
Maintenance of microfiim files. 1) 40 titles/man day 1800 changes/year
2) 100 charges/man day 189 charges/day
Breakdown Breakdown film into {ndividual documents and 6 reels/man day 8098 reels/yens
place in file, (10 recls current production, 15 reels
back from airgraph/day)
Process Document Requests Arange in numerical order and sort for Airgraph 325 items/man day 139 ftems/day
reproduction.
15. Process Airgraph Sor: and splice by density into 100 ft.reels 328 {tems/man day 139 ftems/day
(18 reels/day)
Print 13,3 reels/man day 10 reels/day
Process (Including maint of p ) 8 reels/man day 10 reels/day
18. Photo Piinn Proce«s photo prints for requested documents, 350/man day 7574/ year
TDD, brochurss, ete.
a,  Microcards This medium of reproduction is wed when the —
requester desires a complete copy of the document
{n microcopy form. The mictocard is forwarded on
request in lieu of a paper copy of the document,
50 prints each 62 doc, /day - printing oaly 2400/man day
Makeup 80/man day
Preparation of machine 2/man howr
Process Microcards 480/man hour
Drying Room Ferrotyping and drying photoptinn 400/man day 7674/year
Stock Handling Storage and withdrawal of photo supplies
Shipping Supervisor
1, Addremsograph Maintain addreisograph plates fo user agencies showing
a. Maintensnce of Usiug Agency on master plate for each user he subject Divistons for which 120 changes/man day 200 changes/day
Plates cleared, type of agency, Agency Code Number, Security
clearance and address with attention line.
Proofread plates. 240 plaies/man day 200 changes/day
Negligible
Maintensnce of TDD Distribudon Maintaln distribution list for Technical Data Digest. ——
List
b, Forms, envelopes ox jabels for shipping.
(1) TAD (1,000 piates 52 times per year) 1,000 ttems/man bour
(3) ATICards (1,100 plates 14 times per year) 1,000 ftems/man hour 300, 950/year
(%) Porm Letwer & Envelope 80 per year to 650 addrewes. 300 {vems/man hour 65, 500/ year
(4) Suip Listings All plates as required, 1,000 ftems/man hour 184, 000/year
3. ATiCards
8. Markiag hvoices Mack (nvolces for Agencies wi!l gerung carde 330 (avolces/man day 09, 908 /year
- sutomaticaily.
b. Select Cards & Swff sslect cards and stuff {nto eavelopes, 400 Inwolces/man day 69,988 /yea
c. Seal Envelopn Seal esrrelopes. 1,350 tnvoices/rmaz day 69. 98 /yes:




BPRODUCTIVITY RATE

¢

30 reels/man day

40 titles/man day
100 chazges/r.an day
6 reels/man day

325 {tems/man day

325 ftems/man day

13. 8 reels/man day
8 reels/man day

350/man day

2400/man day
$0/n.an day
2/man hour
480/man hour

400/maa day

120 changes/man day

240 plates/man day
Negligible

. 000 {te:ne/man hour
. 000 items/man hour

300 ftems/man hour
. 000 (ems/man hour

——

330 (nvoices/man day

400 Involces/man day
, 330 tavoices/man day

—
PLAN "A" PLAN “B"
. MAN DAYS GRUSS GROSS MAN DAYS GROSS GROSS
M. VOLUME
vouowe REQUIRED MAN DAYS { MAN YEARS REQUIRED MAN DAYS | MAN YEARS
m

6117 reels/year 204 Us. 4 0 6117 reels/year 204 8.4 .84
1800 ch.ag:s/yeur 45 54.1 . 1800 changes/year 44 54.1 .21
130 chusges/day 348 418.7 161 139 charges/day 34 418.7 1,61
5098 recls/year 849 1081.4 3.0 8096 reels/year 849 1021.4 3.9
189 {tems/day 107 128.7 .80 189 items/day 107 198, 7 .50
139 items/day 107 128.17 .50 139 {tems/day 107 128,17 .50
10 recls/day 188 228.2 .87 10 reels/day 188 228.2 .87
10 zeels/day 31 se.6 45 10 reels/day 313 376.8 1.45
7574/ year 22 26.5 .10 1574/yeur 22 2.6 .10
2400/day 250 800.8 118
43/day 400 431,2 1.85
daily (] 76.8 .29
2400/day 125 150.4 .58
1874/ yeur 19 2.9 .09 1574/yem 19 2.9 .09
1/2 man year ——— .80 — 1/2 man year —_— .50
! man year — 1.00 1 man year — 1.00
200 changes/day 417 501, 1.9 200 changes/day 417 501,17 1,93
200 changes/day 200 260.2 .98 200 anges/day 208 250.2 .96
3,800/ week 17 3.5 .08
— 600/wer 1 4 4.8 N}
300, 950/ year 38 45.7 .18 2320, 938/year 28 3.7 18
85, 500/year 7 2.8 .18 65,500 /year 27 $2.5 .13
84, 000/year 19 22,9 .08 154, 000 {tems/year 19 22.9 .09
69, 988 /yea: 213 288, 0 K] 81,381/year 158 181,17 12
69, 988 /year 176 210,85 .. 81,381/year 129 158.2 .60
69,998 /year 8 R .25 51.381/yeur » “w.9 .18




PLAN "P” AN o
VOLUME MAN DAYS GROsS GROSS VOLUME MAN DAYS GROSS GROSS
REQUIRED MAN DAYS MAN YEARS REQUIRED MAN DAYS MAN YEARS
6117 reels/year 204 8.4 4 7451 reels/year 2417 291.2 1,14
1800 changes/year 45 54.1 .21 1600 changes/year 45 54.1 .81
189 charges/day 34§ 418.7 1.61 220 chatges/day 560 61,7 2.55
5096 reels/year 849 1021.4 8.88 8260 rulllyell 1042 1288.6 4.82
189 ftems/day 107 128.1 .50 271 items/day 208 250.2 .98
139 lteml/dly 107 128,17 .60 271 items/day 208 260.2 .98
10 zeels/day 188 928 . .87 18 reels/day 301 302.1 1.39
10 reels/day 313 376.6 1,45 16 reels/day 500 601.8 2.31
1574/ year 22 26.5 .10 12, C54/y2x .5 41.8 .18
1
2400/day 250 200.8 1.18 3100/day 323 388.6 149
48/day 400 481.2 1.86 62/day 5117 683.0 3.39
dally 63 5.8 .29 daily ™ 5.8 .39
2400/day 128 160.4 .58 3100/day 202 3.0 ..
.09 7574/ year 19 22,9 .09 12, 054/year 30 38.1 BT}
.50 1/2 man year .50 - 1/2 man yex N .50
1.00 1 man year —_— 1.0¢ - 1 man year — 1.00
1.83 200 changes/day 417 501.7 1.93 200 changes/day 417 501.7 1.9
.98 200 changes/day 208 250, 2 .96 200 chauges/day 208 250.2 .56
2,800/ week 17 23,8 .08 S, 216 /week M 40.9 .1e
6C0/wezk 4 4.8 .02 800/week (mil . issue) 4 4.8 .02
.18 290, 938/year 28 38,7 13 365 662/year 46 5.3 .81
.13 85, 500/year 27 3.5 UG 65, 500/year 217 3.5 .13
.08 154,000 {tema/year 19 22.9 .09 178, 200 leems/year ” ».5 .10
.98 51,381 /yent 156 187,17 Ji2 85, 038/year 258 310.4 1.19
.81 51,381/year 129 158.3 .80 83, 038/year 213 254.3 .90
KT 51, 381/ye:: 39 .9 .18 85,038/year 64 1.0 .30
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SRR TS e —_—

s. Smif Enwlopes

b. Ses) Fovelopes

Stuff form letters Intc envelopes 50 letters
(650) = 32, 500

Folding done mechanically in Publishing Dtvision
§0 lei.e.. 850) = 32, 500

1,400/man day

1,500/man day

FUNCTIONAL AREAS DESCRIPTION OF WORK PRODUCTIVITY RATE ]
VOLUME
G. shipping
8.  Requested Documents
a, Siagle Waap Pack and Wrap - single wrap (397) 240 pkg., /man day 206 /day
L. Double Wrap Pack and Wrap - double wrap (171) o0 pkg, /man day 89/day
4. Tive Announcement Bulletin
&, Swuff Restricted TAB 700/man day —
b, Swff Confidential TAR 700/man day
c, Swif Military TAB — —_—
d. Seal Envelopes 1,330/man day
$.  Reclamification Bulletin
a. Smif Reclamsification Bulietin Seuff 1, 000 copies, 700/man day 1,000/month
b, Szal Eavelopes Seal envelopes. 1,330/man day 1,000/month
6.  Demand Abliographic:
a. Single Wrap Wrap and Ship Demand Bibliographies. 240 pkg. /man day 204 pkg, /year
b. Double Wrap Wrap and ship Demand Bibliograpb'es, 120 pkg. /man day 1,121 /year
7. ASTIA Publications Six of the seven ASTIA publications are (F. 8)
disseminated to the Users - 1, 350 each.
2, Suwff ASTIA Publications stuff envelopes 8, 106 (8 x 1, 350) 700/man day 6,000/ year
b, Seal Envelopes Seal envelopes 8, 100 (8 x 1, 350) 1,330/man day 6,000/year
3. Form Letten

32,500/year

32,500 /year




——— r—— e sttt e i
— e PLAN "A" PLAN 'B"
OF WORK PRODUCTIVITY RATE - MAN DAYS GrOss GROSS VOLUME MAN DaYS
REQUIRED MAN DAYS | MAN YiARS REQUIRED
@97) 240 pkg. /man day 205/ 1ay 215 258,17 1,00 206/day

L an) 120 pkg. /man day 89/day 185 222,8 .85 89/day

700/man day —— ——— 50/week
: 100/man day ———— 1,300/week
SE— ———— —— — —_— 900 /week
— 1,330/man day —_— 1,850/week

700/man day £,000/month * 89.0 u4 1,000/month

1,330/man day 1,000/mcnth 39 46,9 .18 1,000/month

jographies. 240 pkg. /man day 204 phy, /year 1 1.2 .05 204 /year
ogr aphies. 12" pkg. /man day Loty ear 9 10.8 — 1, 121/yesr
ications are (F.8)
each,
,350) 700/man day 2,006/ year 8.6 10,3 .04 6,000/year
. 350) 1,330/man day 8,000 /year 4.8 5.4 .02 6, 000/year
opes 50 letters 1,400/man day 32,500/year 23 .7 Y 32,500/year
i Publishing Division 1,500 /man day 32,500/ycar 22 28,5 .10 32, 500/year




W

PLAN "B~ PLAY "C*
GRUSS VOLUME MAN DAYS GROSS GROSS VOLUME MAN DAYS GROSS GROSS
MAN YEAPS REQUIRED MAN [ AYS MAN YEARS REQUIRED MAN DA?S | MAN YEARS
1.00 206/day 215 258,17 1,00 397/day 414 498. 1 1.92
.85 89/day 185 222.6 .86 171/day 356 428.3 1.65
—_— 50/week 4 4.8 .02 68/weeh 5 8.0 .02
——— 1,300/week 97 118.7 .45 1,618/week 12¢ 144, 4 .5
— 900/week 87 80.6 .31 1,419/weck 105 126,3 49
—_— 1,950 /week 8 81.4 .3 2,632/week 103 124.0 A8
1 1,000/month k2 8.0 .34 1,350/month PX] 21.7 L
.18 1, 000/month 39 46,9 V18 1, 350/ month i2 14.4 .08
-05 204/year 1 L2 .05 250/year 1 1.2 06
1,121 /year 9 10,8 — 1.375/year 1 1.2 —
[}
04 8,000/year 8.6 10,3 .04 8,100 /year .6 13.9 .05
.02 6, 000/year 4.5 5.4 .92 8, 100/year 6.1 7.3 .03
.11 32, 500/year 23 21.1 11 3., 500/year 23 2.7 .1
.10 32, 500/year 22 26,5 .10 32, 500 /yeat 22 28.5 .10
{
b
1 —
Fan
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1 PLAN "A* PLAN “B
FUNC TIONAL AREAS DESCRIPTION OF WORK MANNING GROSS GROSS
MAN YEARS MAN YEA
H, Office of the Chuef Respoustble for the accomplishment of that portion of the
ASTIA mision anigned to DSC.
1. Chief, DSC Ditects all components of DSC and keeps the Director of Chief, DSC 1,00 1,00
ASTIA (nformed.
2. Deputy Chief, DSC Assumes full responsibility for DSC in absence of Chief. Deputy Chief, DSC P 1.00
Supervises all components of DSC under general supervuion of 2 Clerk Swenos. 2.00 2.00
Chief, DSC.
L Administretive Sui’ In oedez tn carry qut the mission of ASTIA it Is necessary
to perform a nyumber of Stafl level functions. These staff
duties are specfalirs2 :nd require wained specialists,
1. Adminiswaton Perform sdminiswative functions a2 pertain to pertoanel, Chief (Admin, Office) .00 1.00
budget and fiscai, sapply, mail and receptionists. Adinin, Asst. 1.00 .00
Budget and Flscal Countrul purchase orders, authenticate teparts of con- 1 Budget & Fiscal Officer . 1,00
wactors, and prepare periodic personnel and budget status 1 Clerk Typist . 1.00
reports.
Mall Conzrol and route both incoming and outgoing mail, 1 Chief (Clezk) 1.00 1,00
4 Clerk | Mail 4,00 4.60
Personnel Hiadle all matters pestilning o personnel actions. 1 Driver, Truck 1.0 1,00
1 Admin, Asst. 1,00 1.00
Re.eptionists Check security clearance of persons admirted to DSC 1 Clerk Typist 1.00 1.00
for purposes of obtataing services or use of reference tiles and
repors, 2 Cletks (directly rmsponsible 2.00 2.00
. to Admin, Oifice)
Supply Procure, {uue and maintain records oa all office
supplies and equipment necessary to sustain DSC operations. 1 Chief (Supply Cletk) 1.00 1,00
2 Clerks (Supply) 2 00 2.00
1 Cletk Typist 190 1.60
2, Plans and Operatinns Respousible 1o Chief and Deputy Chief, DSC in analyzing 1 Chief, Operation Asalyst 1,00 .00
operations, at the operating level, pecforming staff nudies, 1 0rg. & Mathods Examiner 1.00 1,00
majotaining standard operating procedwres, and corapiling 1 Clerk Typist 1.00 1,06
essentia) statistics to pustify operational requirements.
3. Securlty Take such actions as are neces.ary to implement and 1 Security Officet 1.00 1.00
maintain plaat security,
I Operating Suaff Aswurne respoastbility at the operating level for the Chief 1.00 1.00
accomplishiment of all phases of DSC activity. Agt. Chief 1.00 100
1 Cletk Steno. 100 1,03
1, Chiel, Service Division Supervise T of DSC engaged in cataloging,
indexing, announcing the availability of, and Jistribution to
accredited users of scientific and echbaics] documents scquired
by ASTIA, maintain a reference libzary and provide reference
and related services tociediag bibliographies as requested.
2. Chwrf. Production Division Supetvise comiponensy of DSC engsged i all fornis of Chuefl 1,00 1L
repeoduction. pubi.ation copy presaatation, illusaation and Apt Chief 1,00 1,00
format, Responsible for estadblishing specifications for and 1 Clerk Swene 1.00 1.00

maintatrung the development of new publishing and photsgraphic
precenses and equipment as becomes ancemary for fulfiiling te
ASTIA musion.

Tota! Mar Deys & Man Yean (Gross)

Plan "A” - Geoss Man Days, 52,357, 1, Geows Man Years, 30141 Plan "B" - Gross Man Days, 53 343, 9. Gron Mag Yeor
Fian "C~ - Geoss Maa Days, 62.378. 81 Geows Man Ysan, 239. M




T PLAN "A* | PLAND [ PIANTC
DESCRIPTION OF WORK MANNING GRUGS GROSS GRCB-‘.AR s
MAN YEARS | MAN YEARS | MANYE

Resporsible for the sccomplishment of that portion of the
ASTIA mission assigned to DSC.

Directs all components of DSC and keeps the Directot of Chief, DSC 1,00 1.00 1.00
ASTIA informed,

Assurnes full responsibility for DSC in absence of Chief, Deputy Chief, DSC 1.00 1.00 1- oe
Supervises all components of DSC under general supervision of 2 Cletk Stenos. 2.00 2.%0 .00
Chief, DsC.

In order w camry out the mision of ASTLA It is Decessary
to perform a numbet of Staff level funcions. These staff
duties are specfalized and require trained specialists,

Perform: administrative functions as pertal- o pertonnel, Chief (Admia, Office) 1.00 1.00 1,06
budger and fiscal, supply, mail and receptionists, Admin, At 1.0 1.00 1,00

Conuol purchase orders, authenticate reports of con- 1 Budget & Fiscal Officer 1.00 1,00 }‘00
tractors, and prepare periodic personnel and hudget state 1 Clerk Typist 1.00 1,00 3,00
reports,

Coutrol and voute both incuming snd outgolng mail. 1 Chief (Cleri) 1.00 1.09 100

4 Clerk , Matl 4.00 £.00 4,00

Handle all marters pertaining to persounel actions, 1 Deiver, Truck 1.00 1,00 1.20

1 Admin, Ast. 100 1.00 1.00

Check security clearance of persons admitted to DSC 1 Cletk Typist 100 1,00 1.00
ot pusposes of obtaining secvices ox use of refereace files and
teports, 2 Clerks (direcdy responsible | 2.00 2,06 2,00

w Admin, Offf

Procure, {ssue and maiataln records on all office <)

wpplies and equipment necessary 0 sustain DSC operations. 1 Chief (Supply Clerk) 1.00 190 1,400
2 Clerks (Supply) 200 2.00 2,00
. 1 Clerk Typist 100 .60 1,00

Respotiible to Chief and Deputy Chief, DSC is analyzing 1 Chief, Operation Analyst 1.00 1.00 1.00
operaticns, at the operaiing level, performiag staff studies, 1 Oxg. & M athods Examiner 1.00 1.00 1.9¢
malocaining standard operating procedures, and compiling 1 Clerk Typist 1.00 1.00 1,00
esentisl statistics to jutify operational requiremeants.

Take such actions as are pecessary to implement and 1 security Officer 1,00 1.00 1.00
maintain plant security.

Assume responsttility at the operaxing level for the Chief 1.00 1,00 1,00
accomplishment of all phases of DSC acuvity. Asst. Chief 1,00 1,00 1.00

1 Clerk Steno, 1,60 .00 1,00

Supervise cornponents of DSC eagaged Ln cataloging,
indexing. aanouncing the availability of, and disribution to
azciecitnd usens of seizntific and techoical documents scquired
by ASTIA. mainiun 2 teference Libeary and provide reference
and relsted setvices tncluding bibliographies as requested.

Sipetvise component of DSC engaged ir all forms of Chief 1,00 100 1,60
reproduction, publication copy presentation, Llusaston and Asst. Chiel 1.00 1,00 1,00
forma:, Kesponsible for establishiag specifications for and 1 Clerk Sweno 1.00 1.00 1.00
maintaining the developn.ent of new publishing and photogea;aic
peocesses and equiprient as becomes necesacy for fulfilling the
ASTIA musion. I

Plan A" - Gross Men Days, $2,357. 1: Geows Man Years, 201, 41: Plan “B° - Groas Man Dayr, 33.343.9; Goow Man Yeann, 0% ¢
Plan "C~ - Gross Man Days, 82,378 81, Gross Maa Yeari, 339. 4
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